ecl

DDMSPLUS™: Delayed Delivery
Orders & Dated Shipment
Orders



Contents

3 o o 11 o 4 T T 3
Delayed Delivery vs. Dated Shipment Orders .......ccceceieeeeeerienneereenneeerenneerenneseenseesennnenes 3
Delayed DEIVEIY OFUEIS.......oc ittt ettt ettt et te e te e be e te e s beesbeesaeesaaesneesnsesaseenns 3
Dated ShIPMENT OFAEIS.....ccuiiiieceie ettt ettt e e et e et et e et e e be e te e s beesteesaeesaeesaeesasesaseenns 3
Dated Shipment Order RESTIICHIONS. ... .cccviiiiieciee et e re e st e e rae e aaeeeans 4
Commonalities of Delayed Delivery & Dated Shipment Orders .........ccceeeceeecieeecee e 4
Using Delayed Delivery & Dated Shipment Orders.......cccccciieeiiiieniiiiinnniniennieninninnenn 5
Setting Up Order Entry Calendar Parameters .......ocuveecieeciee ettt 5
Placing Delayed Delivery & Dated Shipment Orders .........cccoeeeiiieciieeecie et 7
Creating Dated Shipment PUrchase OFders.........oiieiieiiieiieieeieeeeees ettt 9
Changing Delayed Delivery & Dated Shipment Orders .........ccccvevieiieiienie s 11
Allocating Inventory and Releasing Dated Shipment Orders to the Short-Buy .........ccccccuveunee.e. 12
Releasing Delayed DeliVEry OFUEIS.......ocuiiuieieeeeecieecteecee ettt ettt e e s veeabeeabeere e 13
Picking Manifest Options for DAated OFAEIS .......ccueiuieiiiiiieeieee ettt ettt ere e 14
Viewing Delayed Delivery & Dated Shipment Orders in O/E History and Order Analysis.......... 14
Analyzing Delayed Delivery & Dated Shipment Orders in Order Analysis.........cccoeveveevreeveeeneieesierennas 16
8Ly [ gF = 2T o Lol T ) (= PSR UPSP 18

© 2019 ECl and the ECI logo are registered trademarks of ECI Software Solutions, Inc. All rights reserved.



ec' DDMSPLUS™: Delayed Delivery Orders
IW & Dated Shipment Orders

Introduction

The office products industry was created to provide next business day deliveries, and your DDMSPLUS™
software is adept at processing orders through purchasing, picking, staging, delivery, and billing with minimal
effort. Historically, these processes have started as soon as the order is submitted.

The Delayed Delivery Orders and Dated Shipment Orders feature lets you effectively slow down this process
so you can schedule your deliveries. This useful tool helps you avoid the financial burden of purchasing
products too far in advance of the scheduled delivery. It also helps avoid utilizing valuable warehouse space
by staging more products than is necessary. If mistakes occur, orders could be prepared and even delivered,
thus creating customer dissatisfaction. This can help you avoid potentially costly multiple deliveries and
efficiently manage special orders and requests from your customers.

Note: You can also place delayed delivery and dated shipment orders in ECinteractivePLUS®. For more
information, see the Dated Orders handout.

Delayed Delivery vs. Dated Shipment Orders

The differences between delayed and dated orders are described below.

Delayed Delivery Orders

In addition to office products, you may sell other items, including Jansan, food and beverage supplies,
breakroom supplies, and so on. Instead of next day delivery, customers may request the order be delivered on
a specific day. This is a traditional order which requires staging. The product must be picked and purchased
the business day prior to your customer’s requested delivery date.

Delayed delivery orders are traditional orders which do not have a delivery date scheduled for the next
business day. These orders:

e Update the Backorder box in Inventory (I-AUX file) so purchasing can make accommodations for this
product when replenishing stock, if this is a stocking item.

¢ Allocate inventory when the system automatically releases the order the business day prior to the
delivery date.

e Follow the general business flow when the order is released.

Dated Shipment Orders

If you fill large school district orders, these orders are placed in the spring, and the product is delivered before
school starts, usually in August. This special order can be scheduled for delivery weeks or months in advance.
By placing a dated shipment order, you can avoid immediately allocating product inventory, having product
flow to the short-buy process, and exclude this product from impacting low stock calculations. You can also
control product picking and staging, as well as choose when to bill the order.

These special orders are typically handled as follows:
1. Special purchase orders are created to arrive just prior to delivery.

2. Purchase orders can be manually created in Purchase Order Entry or by using a special function
available in the Purchase Order Entry Short-Buy Setup dialog box.

3. Inventory is allocated at a time selected by the user for specific products or for all products not
associated to the purchase order.

3 continue to next page


http://support.ecisolutions.com/doc-ecinteractive/customer/ECiDatedOrders.pdf

ec' DDMSPLUS™: Delayed Delivery Orders
IW & Dated Shipment Orders

4. Selected products can be released to short-buy purchasing.
5. Products are picked based on delivery dates.
Dated shipment orders are special orders or large quantity orders. These orders:

e Do not update the Backorder box in Inventory (I-AUX file). Since the items are being purchased for a
specific order, this helps prevent impacting the standard replenishment process.

e Allocate inventory when an order is manually released in the Order Entry Change window, or inventory
can be allocated by item using the Initial Verify function.

e Must be invoiced individually.

e By default are excluded from the picking manifest. A setting has been added to the (TM) Picking
Manifest screen to include these orders with existing products. You can also place only these orders on

a picking manifest. (Due to order size, this can help prevent overwhelming your warehouse staff.)

Dated Shipment Order Restrictions

In addition to the differences listed above, dated shipment orders are considered special orders by the system
and are prevented from performing the following functions:

¢ Traditional methods do not move the order to a billing status. This includes the (TR)[V] and (TR)[G]
functions. Only final-verifying moves the order past a status 6 or 7.

e Since this order is not processed as a traditional order, submitting the order does not print the order,
including when the order is ended in the Order Entry window. These orders are printed in the (TR[G]
flush process, which prints the FUTURE DEL (future delivery) message on the order. The order remains
at a status 6/7.

e Since the order is initially held at a status 4, the Backorder field in the Item Usage record is not updated.

e Itis also automatically excluded from the automated short-buy function until the order is released
when performing an order change using the (F6) settings.

e You can manually create a purchase order while the dated order is at a status 4 or 6. At which point, the
order is updated to a status 6 and the item is placed on the purchase order, which moves it to a status 7.

e The system updates the Backorder field in Inventory (I-AUX file) when the P/O is created, inventory is
allocated, or when released to a short-buy.

¢ The (TR)[G] normal exact match function allows an exact match only.
e The (TR)[G] flush from on-hand, future shipping function is never allowed.
e The (TR)[G] flush from non-exact RECEIPTS file function is never allowed.

e The (TR)[V] function is never allowed.

Commonalities of Delayed Delivery & Dated Shipment Orders

The list of commonalities between delayed delivery and dated shipment orders include:
e The ability to set a valid delivery date. (Invalid dates display in grey in the Company Calendar.)
e In-stock inventory is not allocated when the order is placed.

e Products do not automatically flow to purchasing.
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e Delivery/shipment dates can be changed using the Order Entry Change mode.
e If an order is changed, the system updates the cost, but the selling price is not updated.

e The system logs an exception when a delivery or dated order is created or changed so Exception
reports can be printed and reviewed.

e Three fields have been added to the PO-GLOBAL file: PO_DELDATE, PO_DELTYPE, and PO_DELPROC.
These fields display the delivery date, delivery type, and the delivery release status. You can use these
fields when limiting and when printing reports.

e If an order moves to a dash ticket, -1, for example, any delivery settings for delayed delivery or dated
shipment orders are cleared.

e Both order types can be placed using the DDMSPLUS Order Entry window.

Using Delayed Delivery & Dated Shipment Orders

Using this feature involves the following:
e Setting Up Order Entry Calendar Parameters
e Placing Delayed Delivery and Dated Shipment Orders
e Changing Delayed Delivery and Dated Shipment Orders
e Allocating Inventory and Releasing Dated Orders to the Short-Buy
e Releasing Delayed Delivery Orders
e Releasing Dated Shipment Orders
¢ Picking Manifest Options for Dated Orders
e Using Order Analysis
¢ Viewing Delayed Delivery and Dated Shipment Orders in O/E History
e Using Report Writer

See the appropriate headings below.

Setting Up Order Entry Calendar Parameters

You can set parameters to specify the days you do not make deliveries. This could include Saturdays and Sundays,
for example. You can also specify the holidays when deliveries are not available, such as Thanksgiving, Christmas,
and New Year’s Day.

Note: We recommend you review your calendar non-delivery dates each year.

i
T
ﬁ T

1. From the Master Menu, double-click Fe¥apMent on4 then, double-click F'arameters‘ The Parameter
Editor window opens.

2. Double-click Order Entry, and then, double-click Dated Shipments Calendar. The Company Calendar
opens, displaying the current month and day with non-delivery dates shown in grey.
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3. To set non-delivery dates for different months, click the Forward and Back arrows located to the left
and right of the month’s name.

4. Saturdays and Sundays are marked as non-delivery dates by default.
e |f you make deliveries on Saturdays, check the Saturdays Delivery box.
e If you make deliveries on Sundays, check the Sundays Delivery box.

5. You can easily add, edit, and remove non-delivery dates.

e To add a non-delivery date, click the day on the Company Calendar and click Add. In the New
NonDelivery Date dialog box, click the Description box and enter a reason for this entry, Compa-
ny-Wide Closure or Funeral, for example. The Date and Description columns display the informa-
tion you specified, as shown below.

Define non delivery dates or use the calendar to the left to

S

Company Calendar \=} select individual days.

M September 2017 » I~ Saturdays Delivery I~ Sundays Delivery

Sun Mon Tue Wed Thu Fri Sat Additional non delivery days: Select holiday closures
27 28 29 30 31

4 5 6 7 Date | Description |
11 12 13 14 5/25/2017 Compary-Wide Closure

18 10 20 21 9/28/207 Funeral

26 27 28

4 5

Remowe

Time to Auto Release Delayed Orders : I 5.00:00 AM j
Close |

e To edit a non-delivery date, click the date on the Company Calendar and click Edit. The Edit Non-
Delivery Date dialog box opens. Enter the new text over the existing text. When finished, click
Edit. You can also click Remove to immediately remove this entry.

e To delete a non-delivery date, click the date on the Company Calendar and click Remove. At the
Are You Sure prompt, click Yes.

6. To select holiday non-delivery dates, click the Select Holiday Closures link. The Holidays dialog box opens.

7. Check each box to select as non-delivery dates.
a2 Holidays |=19 [

MNew Year's Day

[ Martin Luther King's Day
[ President’s Day
Memorial Day
Independence Day
Labor Day

[ Columbus Day

[ Veterans Day
Thanksgiving Day
Christmas Day

Save and Close | Cancel I

A
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8. When finished, click Save and Close. The holiday non-delivery dates display in the Date and Description
columns on the right. Non-delivery holidays are automatically retained by the system for subsequent
years. We recommend you review your calendar settings each year.

9. For delayed orders, use the Time to Auto Release Delayed Orders box to specify the exact time when
the system should release your delayed orders the prior business day. Once released, the orders are
processed as a normal order. For example, you could select a time that is after you have processed
your previous day’s deliveries but before you run your short-buy or automated short-buy function for
today.

To select the time, click the hour, minute, and second numerals, or click the AM or PM text. Then, click
the up and down arrows to change the time. Valid times include 8:00 AM to 5:00 PM. (Orders for next
day delivery are usually processed before 5:00 PM).

10. When finished setting dates and times in the Company Calendar, click Close to exit the dialog box.
11. In the Parameter Editor window, click n to save your changes.

Placing Delayed Delivery & Dated Shipment Orders

7

1. From the Master Menu, double-click DrderErtiy. The Order Entry window opens.

2. Click the Action Code drop-down menu and select Order.

3. Select the customer for this delayed delivery or dated shipment order.

4. Continue placing the order as you normally would until you click the Item Detail tab.

5. Type F6 to open the Order Settings dialog box. You can open the Order Settings dialog box at any time
to specify the delayed delivery or dated shipment order settings.

Note: If you use the Locations By Route feature, make sure you specify the settings in the Order Settings
dialog box before placing any items on the order. If you have already added items to the order and
later set the order to delayed or dated, we recommend you delete all the items. Once items have
been added to the order, the inventory location is defined by the Route Locations parameter by
item. This inventory location may not be the best location for the items on the order.

6. Atthe Changes to Global Order Settings message, click Yes to apply the changes to the entire order.
The Order Settings dialog box opens, displaying the Delayed or Dated Shipment Orders boxes.

7. Click J beside the Delayed or Dated Shipment Orders Date box and select a delivery date for this
order. Non-delivery dates appear in grey. Note that in the figure shown on the following page,
the system retained the Company-Wide and Funeral non-delivery dates specified in the Company
Calendar. See the figure on the following page.

Note: If you attempt to select a non-delivery date, Saturday, for example, the Selected Date is Not a Valid
Delivery Date; Do You Wish to Continue and Set this Date for Delivery prompt displays. To select
this non-delivery date, click Yes. This lets you arrange special delivery dates, if needed.
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24

Global Order Fields

Order Settings

[ x|

wiho Called: |

[~ H
T E
I~ E
—

ational Drop Ship Order’?
#clude from Summary Invoice?
welude from Customer Budgets?
Frint in Sequence Order?

Delayed or Dated Shipment Orders

Irvoice Date:
TFC Ereight:|

[ Ship Complete Order?

Diefault Pricing Settings

Date: EI Tuype: -
L September 2017 *
LABELZ Special Test Sun Mon Tue Wed Thu Fri Sat
27 28 29 30 31 1
4 5 5] 7 g
11 12 13 14
- Apply Line ltem Due D 18 19 20 21 272
change Due Date:| | 26 27 29
2 3 4 5 5] 7
Apply Default Tax Setti
- change 3
Primary 5 alesperson
Apply
L Narne: [IGFN A0AMS 4|
Apply Secondary Salesperson
r change Mame: |

Pricing changes will only affect future new lines.

‘ Contracts: | |

oK

Dizcount Tyupe: |— Percent o

‘ Lancel ‘

Price Breaks: |—

Hep |

8. Click the Type drop-down menu to specify whether this is a Delayed or Dated order.

Click Delayed to specify that this order be delivered at a later date. The order follows the basic
purchasing flow, but is delayed.

Note: Once the order is released to the general flow, the item prices remain from when the order was
placed. If item pricing has changed since the order was created and the time when it was released,
the system does not update the price. This is important to remember if you are placing orders for

the distant future

Click Dated to specify that this order type is usually scheduled for more than two weeks in advance. It
could possibly be scheduled for months or weeks in advance, such as a school district order.

9. When finished, click OK. The cursor returns to the Item Detail tab. Begin placing items on the order as
you normally would. For each item added, the Ship box displays 0O, indicating that this item is not yet
being allocated from your in-stock inventory.
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File Order Entry Databases View Help

Action Code Order v Order# 4138457-0 Order Browse Mk
(B xms®aES 0B E X E LundyList -
Global (F2) 1 ltem Detail (F3) | Opder Totals (F4) |

Item Mumber Company | Description [ UM | Tl Order Ship]| Estended Selll |

QRT BOARD BULTM EMCLSD Ex3.AM Ea W 1 0 102517
24802 CRD DYIDER POLY1117 BTEAST Ea W 1 1} £.95
MEA, NOTEBOOK.CAMBRDG, CSEND. ... EA W 15.59

Sell Price $:| Disc T_lgpe:INet Y” % Contract: I List $: I Accept I
P. Cost $'| A Cost $-| G.P I targin $: I
Cormm.: I_ Class Dept.: I_ Met: I_ Max Dizc 2 I Min Order #: I

| Oty Percent Price |Loc Bin OnHand| OnOrder |F'age Prefie | Bup Unit| OF | Wendor

F7 - Cugtomer Item History, F8 - Settings, F10 - Customer, Company or Desc Hist, F11 - Order Motes, Chl+5 - Customer Usage His I
[ #3 35.85% [§ 104771

Note: To remove the delayed or dated order settings, type F6 and clear the delivery date set in the Date
box. Click OK. The Item Detail tab opens, and the Ship box displays the order quantity.

10. Complete the order as you normally would. The system handles the delayed or dated order as follows:
e Since the order is not being immediately filled, it does not print.

e Ifyou placed a delayed order, the system holds the order at a status 6 and the Backorder field in
Inventory is updated. Delayed order items appear on a Low-Stock report. If this is a dated order,
the system holds the order at a status 4, so the Backorder field in Inventory is not updated and
the items do not appear on the Low-Stock report. You also cannot force dated orders to a differ-
ent status using a system function, such as the (TR)[A] process.

e The items do not appear on short-buy reports nor when running the automated short-buy func-
tion.

Creating Dated Shipment Purchase Orders
In addition to manually creating a P/O, the Only Dated Orders box has been added to the Purchase Order Short-
Buy Setup dialog box. You can use this box to limit the short-buy to include only dated shipment items.

Purchase
1. From the Master Menu, double-click B/&rERtY The pyrchase Order Entry window opens.

2. Click the Action Code drop-down menu and select Short-buy. The Select Custom Short-buy Settings box
opens.

9 continue to next page
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3. Inthe Profile drop-down list select a custom short-buy setting. Click Select. The Short-Buy Setup dialog

box opens.

4. Select limits as you normally would. Then, check the Only Dated Orders box.

B Short-Buy Setup -
“o-| <Default Settings> | %" | L
[rata Source endor Dptions Order Types To Exclude
(+ Build Short-Buy Set PO Vendor Ta: |Purchasing Yendor D - [~ Commerical
" Specify a Short-Buy File [~ Check Vendar Alias [ Paint of Sals
Fiie: [SRORTELYS [¥ Check Uncatalog kfg. [~ Fumiture
Match On: ﬂ [ Serialized
Look In: |PurchasingVendor ID « [ Gateway
Limits
Customer #: ﬂ [~ UsedllDepts. G Loc: | To: |
Customer Dept.: Category 1: | To |
Order # From: | Ta | Category 2 | Ta |
Stack Class From: | Ta | Categary 2 | Ta |
tem Dept. Fram: | T | Category 4: | To: |
Routes From: | Te: | Order Code: | To: |
Slsm Fram: | Ter | Status " B (7 (8 BT
I, Loc.: |‘I Tor |‘I
Include duto SB ltems Inchude Mational Drop Ship Orders
* Allitemns O * pllitems
" Orly non-dutn SB items lﬁ " Orly nor-M ational Drop Ship Orders
" Orly Auto SB items T € Orly National Drop Ship Orders

Dizplay ltems | LCancel

5. Click Display Items. The Short-Buy Items dialog box opens, displaying the delivery date in the Deliver

_I:I-

column.
B Short-Buy Items
Actions View Help
i EE v@&W
ﬁ Yendor Item # Co. Dezcription
Total {Unassigned}
SPARCO 0oooa DI CRAYDNS WA 8CT
SPARCO noooz FEL BOX STORAGE.CHECK, 3x2344
SPARCO 4466 CKC LETTERS/MUMBERS FO&M LACING
SPARCO 55642 LLR BO&ARD GLASS.PHOTO
SPARCO 55643 LLR MARKER.FLUOR wHI
SPARCO 55461 GJO MAT 46 GOLDEN CCL
SPARCO 04650 BSW  |EMVELOPE.SLFSEAL DBLWNDW #3
SPARCO 55451 GJO  |MAT 4%E GOLDEN CCL
SPARCO B547w Mbb - [HOTES POST-IT.3:3.12PK CA
SPARCO 0000z FEL BOX. STORAGE.CHECK 3+23x4
SPARCO 55451 GJO  |MAT 4%E GOLDEN CCL
SPARCO BS54 Mbb [HOTES POST-IT.3x3.12PK CA
SPARCO 55642 LLR BOARD.GLASS PHOTO
SPARCO 35550 BSM  |BOOKALLPURPS NMBRD 2PT 447
SPARCO 48391 DTHM  |ORGANIZER MICROFIBER BCABK
SPARCO 58385 TAR PROTECTOR LABEL/FLDR SLFADH
Total SFARCD Lead Days: Mins: Mo order min. Mo freight min.
UNITED 55214 ICE TABLE 30460 FOLDING MAH
UNITED 2645 TCR SOFTWARE READNG GAMES GR2
UNITED 00470 CDB
* UNITED 00164 AVE  |GLUESTIC.3PK, REG wWH
UNITED 00470 CDE FOOD.ORED,28.82 55 TR.GCT
UNITED 00470 CDB  |FOOD.ORED.28.82.55.TRGCT
UNITED 00164 AVE  |GLUESTIC.3PK, REG wWH
< m
Wendor: | <4l Vendars | Recards: 25

10

Cost

0.540

107,300

2,640
10.450

1.650
70.520
57.040
70.520
11.9350

101.300

F0.520
11.950
10.450
2430
32.260
3.840

162570

16.720
10.030
1.840
10.030
10.030
1.840

ECE 2

Prefix

LLR

DTH
TAR

ICE

TCR
CDB
AVE
CDB
CDB
AVE

P

CEEEEEEE EEEEEMNEENENEEEEE

Deliver Unit |‘weight | ~

Cost = $8.000 Total ¥
09/04/17 BB 0.200
03/04/17 §CT 11.200
08/21417 §57 0.600
09/01/17 JEA 2210
09/01/17 JEA 0.040
09/08417 BEA 20,000
09/04/17 BB 5.600
09/08/17 §E& 20000
0308417 §PK 1.160
09/08/17 §CT 11.200) _
09/08/17 §EA  20.000|
0307417 §PK 1.160
09/07/17 JEA& 2210
10/26/17 JEA 0310
10426417 BEA 2.500
10726417 BPK 0170
ost = $613.160 Total
08/21417 fE&  53.000
08/21417 JEA 0.250
09/0117 B 2.000
09/04/17 §PK 0.140
03207417 BEX 2.000
09/08/17 §BX 2.000
0941217 §PK 0.140

T Aann

>
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6. Inthe figure shown above, the Deliver column has been moved to display after the Iltem Dept column.
You can easily customize this window to display only information for dated shipment orders. To do so,

click . Select the columns to view. Your selections are saved for future short-buy dated orders. The
grid selections you specify only apply when viewing delayed delivery or dated orders. When viewing
other short-buy items, the regular columns display.

7. Complete the purchase order as you normally would. The purchase order is created and the dated
order is automatically updated from a status 4 to a status 6.

Changing Delayed Delivery & Dated Shipment Orders

You can change the delivery date for delayed delivery and dated shipment orders. This is useful if a customer
contacts you and alters the delivery date. You can also change a delayed delivery order to a dated shipment
order. When your shoppers place orders using ECinteractivePLUS, submitted orders with a delivery date that
is less than two weeks are automatically set to a delayed delivery order. Orders with a delivery date greater
than two weeks are automatically set to dated shipment orders. You can use the Order Entry window to
monitor a shopper’s dated shipment order to determine if the order date and type should be to a delayed
order.

If you attempt to change a dated shipment order to a delayed delivery order, the following applies:

e Items on the dated order cannot display as shipped or the error message below displays. This indicates
the picking process may have already begun. Before changing the order type, you must backorder the
item. This helps ensure that the product is re-stocked or allows the warehouse to be notified.

Dated Type Change Not Allowed -

y I hy Shipped Items on Order - Restock to change type

e [tems also cannot already be placed on a purchase order. This indicates the product is already arriving
and could interfere in the delayed delivery process. You must remove the sales order from the
purchase order before changing the order type.

Note: If you use the Advanced Manifest feature and change a delayed delivery order to a dated shipment
order, you should delete the items from the order and add them again. We recommend doing so if
your items have already been shipped and now need to be set to backordered. This helps ensure the

order is properly processed.

1. From the Master Menu, double-click Order Entry

N

Click the down arrow in the Action Code list box and click Change.

Click the Order # box and enter the order number. Press Enter. You can also click Order Browse to
search for the number.

w

4. Click ﬂl! or type F6.

11 continue to next page
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5. At the Changes to Global Order Settings message, click Yes. The Order Settings dialog box opens.

6. Click J beside the Delayed or Dated Shipment Orders Date box to change the delivery date for this
order. Non-delivery dates appear in grey.

Note: When changing delayed delivery orders, you cannot change the date to the next available delivery
date. Clear the date and setting in the Order Settings dialog box.

7. Click the Type drop-down menu to specify whether this is a Delayed or Dated order.
8. When finished, click OK.

9. Complete the order as you normally would.

Note: When changing orders, the system does not update the selling price when the order is released.
However, it does update the cost.

Allocating Inventory and Releasing Dated Shipment Orders to the
Short-Buy

If you are changing a dated order, you have two additional options. You can use the Change function to
specify that the items be allocated from on-hand if the items are not allocated to a purchase order. This is
useful when you are nearing the delivery date and need to fill specific products from on-hand inventory. You
can also send the remaining items through the short-buy process. This lets you select the option early, while
also preventing the items from being processed through the short-buy until you the order has moved to a
status 6.

Note: Using Order Entry Change mode, you can also allocate items from your inventory by updating the
Ship box to ship the product and deduct the items from on-hand.

72

1. From the Master Menu, double-click ‘Order Ertry

2. Click the Action Code drop-down menu and select Change.

3. Click the Order # box and enter the order number. Press Enter. You can also click Order Browse to
search for the number.

4. Click ﬂ'd or type F6.

5. At the Changes to Global Order Settings message, click Yes. The Order Settings dialog box opens. You
have two additional options when changing dated orders, as shown on the following page.

12 continue to next page
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2 Order Settings 3
Global Order Fields

who Calec: [

[ Mational Drrop Ship Order? Irvoice Dater]
[ Exclude from Summary Invoice? ) .

™ Exclude from Custorner Budgets? U EelEi: |—

[~ Frint in Sequence Order? I™ Ship Complete Order?

Delayed or Dated Shipment Orders

Date:[1 0262017 J Type: |Dated

I [T Allocate ltems frar On Hand ™ Allovs normnal Short-Buy processing I

LABELS Special Text

Apply Line [tem Due D ate
r change [ue D ate: D

Apply Drefault Tax Settings

r change =3 District: J r
Frimary 5 alesperson
Apply
I hange Name: [JOHN A0AMS 8|

Apply Secondary 5alesperzon
r change Name: | J

Default Pricing Settings
Fricing changes will only affect future new lines.

Contracts: ’_ ’_ ’_ ’_

Discount Type: |— Percent & 0 Price Breaks: |—
Ok | Lancel | Help |

Check the Allocate Items from On Hand box to allocate the items from on-hand. This is useful when
you are nearing the delivery date. (This option does not override the setting in the Ship box in the Item
Detail tab.)

Check the Allow Normal Short-Buy Processing box to send the items through the short-buy process. If
you check this box and the order is a status 4, the items do not go through the short-buy process until
the order moves to a status 6. This lets you select the option early but prevents the items from being

processed through the short-buy until you move the order to a status 6, such as when initial-verifying
the order, for example.

6. When finished, click OK. Complete the order as you normally would.

Releasing Delayed Delivery Orders

The system checks for non-released delivery orders whose delivery date is less than or equal to the next
business day. It uses the prior valid delivery date set in the Company Calendar. For example, if it is Friday,
orders with delivery dates through Monday are released. If Monday is marked as a holiday on the Company
Calendar, orders through Tuesday are released.

When the orders are found, the system automatically releases them using the time you specified in the Time
to Auto Release Delayed Orders box in the Order Entry Company Calendar parameters. At this point, the
order is processed through the system using the normal order flow. (Inventory is allocated when the order is
released through the automated process one business day prior to delivery.) The order is also marked as auto-
released with the PG_DELPROC file set to A. If your terminal is set for online printing, the orders print.
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Picking Manifest Options for Dated Orders

The text-based (TM) Picking Manifest screen has been updated to let you include dated shipment orders with
existing products when building a picking manifest. You can specify to build a manifest and include dated
shipment orders with regular orders, build a manifest and include only dated shipment orders, or exclude
dated shipment orders. Dated orders are large, special orders, so by default, the picking manifest does not

include dated orders.

1. From the Master Menu, double-click */arehause  The Warehouse menu opens.

In the Warehouse menu, double-click 'Manifazt . The text-based (TM) screen opens.
Select the [A] Build New Manifest action code.

Begin placing the manifest as you normally would.

ok N

In the Dated Orders field, enter your response according to the following:
Type Y to include dated shipment orders with regular orders when building the picking manifest.
Type O to include only dated shipment orders when building the picking manifest.

Type N or leave this field blank to not include dated shipment orders when building the picking manifest.

DDMSPIus [258258] - 5504 - ;NEW.TM

oc ron o
Slsm e . From #.. To #..
Inv Dept From :=. From :6 To =
Customer From # T
oday’s Cutoff:._: H To =
Due Date Limit: CurrentsNext- Specify 7 Match Up To or Exact U/E ?

s
Include Order Types ¥/WA0: Fupniture ? Will Call ? Serial ? Ship Complete 7
N

SameDay Route 7 (¥-/NA0> Credit Pickuns Onlue Y¥-H_?
Completely Shipped Orders Only ¥-N 7 Dated Orders ? (¥/NAO>
Include Exclude Only I E-0: Auto Flush Items¥Yl Hlank Due Date?
Number to Include on Manifest: of Lines # . of Orders
Multiple Manifests YoN 7 Search Order to Build Manifest h

{T=Ticket Mhr.. C=Customer HNhr.. R=Shipping Route>
Auto Display Manifest Y-/N 7
Print Picking Manifest Y¥Y-H ?Y¥ Selector [TM-DET]1 Printer
Print Marrying Report Y ?¥ Selector [TM-MY21 Printer
Print Bin Ship Labhels ? Format [SLBL 1 Printer
Print Bulk Bin Labels 2y Format [ELBL 1 Printer
Bulk Manifest: Selector [TM-DET]1 Printer

6. Complete building the picking manifest as you normally would.

Viewing Delayed Delivery & Dated Shipment Orders in O/E History and
Order Analysis

You can view delayed delivery and dated shipment orders in O/E History. A line displays above the item list,
displaying the delivery date. It also displays the text Not Released, indicating the order has not been released

to the regular short-buy purchasing process. The date and not released text does not print. It is for display
only.
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Note:
purchasing flow.

If necessary, you can manually final-verify the order to allow it to send it through your normal

The Order Analysis window has also been updated to display delayed delivery or dated shipment order detail.

1. To view Delayed Delivery & Dated Shipment Orders in O/E History:
1.1  From the Master menu, double-click 0/E H'St':'”".
1.2  Click the Order Number box and specify the number of the delayed delivery or dated shipment
order to view. The order opens, displaying the ship date.
7 O/E History | - [ = [
File View Help |
«> @S N Ey a8s- 24
Histary Joumal:lAllJoumals LI ﬁl
Invoice Order Detail [F2] T Line Item Detail (F3) T Item Usage [F4]
r— Order Setting: r— Customer ~ Tatal
Order Number: [FRIETERZT] ﬁl ID: [ aBC Dept: | Subtotal 1047.71
Order Date: [09/15/2017 i D'S°°T“:: —
Invoice Date: I Name: |ABE COMP&NY Tatal: 1134:15
Short P/0 #: | 83749 MAIN STREET * Bil Ta r— &dditional Infarmation
Long P/0 #: © ShipTo || Salespersar: W
84 0 Taker: [MELISSA FORTWORTH . TX 76177 Pay Code: [Charge
Statusz: IB_ Print Time: | 11:56:18 Joumal: fWZ\PMASTER G/L Loc::l‘l_ Iree Loc::l‘l_
IItem Number |Cumpany|Descripticm |U'M |0rder |Ship |Sell |Extended |
Delayed Shipment Order: 05/27/2017 — Not Released
QRT BORRD, BULTN, ENCLSD, 6| Ea
84802 CRD DIVIDER, POLY11X17,5T EA 1 &.950 &.95
415550 MER NOTEBOOE , CAMBRDE, C5B EA 1 15.530 15.53
] | Gross Profit - 35.9%
13

When finished viewing, close the window.

2. Toview Delayed Delivery & Dated Shipment Orders in Order Analysis:

iy

From the Master Menu, double-click Hiderénalysis. The Sales Order History and Analysis window
opens, defaulting to the Quick Order Lookup option.

2.1
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2.2 Retrieve the sales order to view. You can retrieve by order number, customer account number,
or customer purchase order number. You can also query for the customer’s order to view.

The order displays with the order delivery date and order status, as shown below.

Back - - Exit
Sales Order Display
Input an Order #, Customer £, or Customer Short or Long PYO to view the sales onder,
Quick Order Lookup
EodOnders Order Numbes: |[IETERRE < Customer P/0 # [
Analyze Orders Order Date: 97872017 08:28:03 Invoice D ate:
nalyze Order Groups G/L Location: 1 Irve. Lacstior: 1 Order Totals
eme Order Type: i Sublotal § 857,14
ype: Commercial Hilota .
fnalyze Tem Grolps _ _[3“3“'""" # n _I Pay Cods: 2 - Charge Discount § 83.18
analyze Exceptions Billing Address: Status: 4 - Printed Tax$ 66.69
F & F SALES )
Cxecute 3 Template Order Tsker: 901 - DANNY KUHLMAN Total$ 842.65
13534 ME 13TH STREET . .
[ ey S et SalesPersor: 137 - GREG HASTINGS Lines B 5
Setup Liser Groups . Route: 16 Ordler Code: Gross Prafit 2499 o
Shipping Address: \who Called: Margin Total§ 193.45 Tracking #'s...
13534 NE 13TH STREET Shom Exceptions
Prink/EmailjFax Order NEW YORK. NY 10012 Inamd Shipment Order: 104172017 - Not qua;ed I Customize grid...
Save Template Additional Global Order Information
Ssqusncsl Ibem # |Ccmpmg,l |Deec|'nlinn | Uit \Bn | Clags Depl‘ Uldared‘ Backordeladl Shbped‘ F'ucsl Ext. Price Ligt
100 11 MED FDOD.POPCORMERS KETTLE cT W 1 2 0 2 3070 7614 42300
106 220 MR FOST HASLER WAI220RD E4 W 1 3 3 0 150800 57240 212000
mno1 ESS FILESTORSTHDLTR EA Al W 1 1 i} 1 B3 2532 30590
115 3 WL SORTERFILE DESK.LTRA-Z Ea DD 3 1 4 4 o 1272 5063 14080
120 2 SSN CLEAMER,STST.10T E4 N Z 5 5 0 9.882 4341 10980

Analyzing Delayed Delivery & Dated Shipment Orders in Order Analysis
When analyzing orders, you now have additional limits.

file  Help

v gl Eni

Sales Order Limits

Limit the sales orders ko Display
Caiick Grder Lookup
g Avvailable Limits Set Criterla for Selected Limit
Eind Ordere
analyze Orders Field Mame 21 |[isales Order] DelayedjDated Shipment Date
Analyze Order Groups Cusk Long PO Kumber © Compare: |= LJ |wg.'-_4.’_'n|_' j
faalyze Line Items © Gt Location e
J— order Route ¥ Rangs:  pp9fi4fen17 || To |p9ji4jz017 =l
Analyze Exceptions Pay Code September, 2017
Order Type  Relative:
Exeoute 2 Temolate Third Party Billng Orders 7 1 2
Setup Templates Third Party Biling Customer I AddNey 3 4 S 6 7 8 9 mrpl
Sebup User Groups . Order Code — 0 u 12 HEH 5 16
EnteredlimitCy 17 18 18 20 21 22 23
Promokion Qrder 24 25 6 ¥ O 23 M0
Delayed Shipments Orders 12 3 4 5 &
Dated Shipment Orders [ Today: 9/14/2017
Released Delayed Orders
Released Dated Orders

-J Sales Order Contacts and Addre
Attention
Wi Called

Shipto Mame
Shipto Address 1
Shipto Address 2
Shipbo City
sShipto Stake
Shipto Zip
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You can view the date type, date released, and delivery date.

Quick Crder Lookup
Find Crders

Analyze Orders
Anzlyze Order Groups
Anzlyze Line Iters
Anzlyze ltem Groups
Anzlyze Exceptions

Execute o Template
Setup Templates
Setup Liser Grougs

Currert Cptions

Print{Emal{Fax Order
Frint Grid
Export Grid

i Tanlaba

Sales Order Analysis

Selack up to 4 levels ta group and tatal the arders. Press the Apply Button bo updste the displey. Double dick on an order to view the order detail. Any limits on the totals are

at the Order level,

Data Grouping and Subictaling

Level 1: [ <nanes =] Level 2 [<none: ] Leverd: [enones

| Level# |<nones

A L]

Tolal| Margin| G.P.3%| Lines| Order Type | Oidet Date | Year | Moeith | Invoice Date

@594 2247 21
I 19345 B0
26407 BABR 245
32461 8201 &3

8310 2353 83

1267 481 380

1267 481 =0

253 9E2 =0

|02 144 =0

1267 431 =0

225 B13 &5

Commercial 977217 2017
Commercial 9872007 207
Commercial 9872017 2017
Commercial 82017 2017
Commercial 941142017 2017
Commercial ~ 913/2017 2017
Commercial - 913/2017 2017
Commercial  913/2017 2017
Commercial -~ 37132017 2017
Commercial - 941342017 2017
Commercial  913/2017 2017

L S
ZEEEEEEE3R8E

137207

O.T. Mame Status | Pay Code | Dated Type | Dated Relessed | Dated Date
DAMNY KLIHLMAN 7 2Charge 2 ] 107727
DAMNY ELIHLMAN 4 2Charge 2 101727
DAMNY KUHLMAN 4 2-Charge 2 lanzzm?
DANNY KUHLMAN 7 2Charge 2 10A/2m7
DANNY ELJHLMAN 7 2Chaigs Z ] 10A40/2017
DANNY ELIHLMAN 7 2Chaige 2 1041242017
DANNY KLIHLMAN 4 2Charge 2 0/2/207
DAMNY ELIHLMAN [ 2Charge 2 10/2/2m7
DAMNY ELIHLMAN 4 2Charge 2 10727207
DANNY ELHLMAN 4 2-Charge 2 1072727
DAMNY KUHLMAH B 2Chargs 2 L 10/272017

Note:

Not all columns display by default. To add and delete columns, click the Customize Grid link. To add a

column, double-click it. To remove a displayed column, highlight it and right-click. Click Hide Column.

You can also view delayed and dated order exceptions, as shown below.

Quick Crder Lookup.
Find Crders

Analyze Orders
Analyzs Qrdsr Groups
Anzlyzs Line lkems
Anzlyzs ltem Groups
Anzlyzs Excaptions

Execute a Templste
Setup Templates
Sefup User Groups

PrintfEmal Fax Order
Save Template

Sales Order Display
Irput an Order #, Customer #, or Customer Short or Long PO ko views the sales order.

Order Number: | 313260 i

Customer P/D #

Order Date: 9/13/2017  11:38:18

GAL Lecation: 1 Irw, Location:

Custamer # ,T I—J Order Type: Commercial
' PayCode: 2 - Charge
Biling Addreza:
Statuz 4 - Printed
F & F SALES

Order Taker: 901 - DANNY KUHLMAN
13534 NE 13TH STREET SalesPerzore 137 - GREG HASTINGS

NEW YORK. NY 10012

Route; 16 Drder Code:
Shipping Addiezs: wha Called:
F & F SALES Aftention;

13534 NE 13TH STREET
NEW YORK, NY 10012

Additional Global Order Information
--— Global Drder Specials
--— Global Order Exceptions

Dated Shipment Order: 10/2/2017 - Not Released

Iweice Datec
1 Oudar Totals -
Sublotal § 42.24
Disount 422
Tans 337
Total § 41.39
Lines 1
Gross Prodil 3 37.98 Tracking #'...
PMargin Total § 4.44 X
Hide Specials
Cost Total § 23.58 Shom Escagtions

Customize grid...

Sequen. | hem # |Company | Desciipion Urit [Bin | Class | Dept| Ordered| Backoideied| Shipped] Price| EW.Piice|

Liet| P/0[Verdor [Ack # |

100 3 Wil SORTERFILEDESKLTRAZ  EA DD 3 1

3 3 0 12672 3802 14080

Note:

Under the Order History Tasks and Current Options sections, you can set up and save templates and

user groups, as well as print data. For more information, see the Order Analysis handout.
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Using Report Writer

Additional fields have also been added to the P-GLOBAL file in Report Writer so you can limit on delayed
delivery and dated shipment orders.

e Dated Orders: This field displays the delayed delivery date or the dated shipment date.
e Type: This field can be set to 1 or 2. If set to 1 it is a delayed order. If set to 2, it is a dated order.

e Processed: This field displays A for automatically processing delayed delivery orders, or M for manually
processing dated shipment orders.

TOR MAME -L[PICK-1 ON SR 1 [*SELI

Print T1me 23FIPIINNITE — oORT“ PICL #. ITEM & 1
0N ?R“7J LOC-L
'R[PURT FORMAT [PIGH 1 OM SR
‘PRINTER [P11 PGH [SORTT 1 PFﬂIF TED-[¥1]
iREPORT TITLE - COPIES-IL 1
1?7 7?7 7?7771 L0PEN PICK REPORI 1
pad Factor :7I180RT REFORT COMCURRENTLY Y W BLANK? [ 1
DropShip =7 i
Bill Only Urder:?

P LLDBRL

Geocode

AR Orig. In

Order Code =7

fird Favtu] A 7D 3 FILE T0O SELECT FROM [361]
PEPCE"T

Dated LI1=dr1 H 77/"7 7T Type:=7 Processed: 7

FILL THE FIELD WITH CHARACTERE TO SELECT
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