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ORDER ENTRY 
 
 
To access Web Order Entry (WOM) functions, click on the Order tab on the main screen.  
The following menu displays.   
 
Click on the function you want to use. 
 
 
 
 
 
 
 
 
 
 
 
CREATE  NEW ORDER:   This process provides a screen on which to enter an Order for 
a Customer either item by item or by using an Order Guide.  It provides a search function 
that locates a specific product in either  an Order Guide or the company's Product 
Catalog.  The user can also perform a Product Inquiry on listed items. 
 
QUICK ORDER:  This process provides a simplified order form for quick entry. 
Products are entered by product code only -- no search feature is provided.  Order 
Guides cannot be used. 
 
UPDATE OPEN ORDER:  This process allows you to change orders that have been 
Saved but not yet Transmitted. You can add items, delete items or change order amounts. 
Orders can be updated until they are transmitted to the host system.  
 
NEW ORDER GUIDE:  This process allows you to create an Order Guide for a 
Customer.  Order Guides created in the Web OE application are not uploaded to the host 
system.  Order Guides are used for ordering and for retail pricing. 
 
UPDATE ORDER GUIDE: This process allows you to update Order Guides created in 
the Web OE application 
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CREATE NEW ORDER  
 

Web Orders can be entered by Administrators, Sales Staff, Customers and Corporate 
Buyers who are defined on the Web User Information form on the Administrator Menu. 
 
Orders can be created manually by adding products one by one, or they can be created 
by using an existing Order Guide that lists the products most frequently ordered by the 
customer.  A Quick Order function is provided in the next item on this menu. 
 
Standard Order Guides.  Standard Order Guides are automatically downloaded from 
the host system (FoodDistribute or Velocity) for Customers to whom they have been 
assigned.   Standard Order Guides cannot be deleted or updated in the Web Order 
Management (WOM) application.  
 
WOM Order Guides. Order Guides can be created for customers in the WOM 
application.  WOM Order Guides are created in the Order Guide Maintenance item on 
the ORDER MENU (see page 39 ). An existing WOM Order Guide can also be changed or 
deleted by using options on this menu.  Order Guides created in the WOM application 
are not uploaded to the host system.  
 
 
ENTER A NEW ORDER ITEM BY ITEM  
 

When you click  on the Create New Order  item,  the Create New Order screen displays. 
 
SELECT A CUSTOMER 

 
 
 
 
 
 
 
 
 
 

Click on the down arrow to the right of the Customer field to display a list of the 
customers  assigned to you (on the Web User Information form).  Use the scroll bar to 
move through the list. Highlight a customer  and click on the name to apply it to the 
screen. 
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CUSTOMER DETAILS 
 
This form displays briefly when the Customer number is entered.  Click on the chevrons 
(^)  in the right corner of the main form to display this form.  
 

 
Click on the chevrons again to hide the details. 
 
 
NEW ORDER FORM 
 
Note:  The arrangement of fields in the product section of the Order form can be defined  
by selections made on the Layout Code Maintenance form on the Administration Menu 
(see page 12).  If that is the case, sample screens used in this documentation (shown in the 
standard format)  will not match your company's Order form.  The Pack, Deal, Note and 
Del fields are automatically displayed on all order forms. 
 
 
ENTER OR SELECT  PRODUCTS 
 

  
Numbers shown in the grey area above the Product section denote the number of order 
pages. You can click on a number to go to that page. 
 
Enter a Product Code in the Item field and enter the order amount in the Order field. 
 

- OR -         Use the Search function at the top right of the form or the Advanced Search  
(see the next page). 
 
- OR -            Select an Order Guide from the drop-down list, then press the Load button.  
All items on the selected Order Guide will be displayed on the Order. 
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 PRODUCT SEARCH FUNCTION 
 
This function allows you to search for a product on either  the customer's Order Guides 
or the company's Product Catalog.   

 
 
Search: Enter a description of the item you want to add to the Order.  
 
Click on either Order Guides or Product Catalog.  Then click on the search icon. 
 
All items matching the description are displayed in the main section of the form 
(temporarily replacing the Order).   
 
To add an item or items to the Order, enter an amount in the Order column of each item 
you want to add, then click on the Update button at the bottom of the form.  The order 
re-displays including the new items. 
 
If you do not want to add items, click on the Exit button to return to the Order. 
 
ADVANCED SEARCH FUNCTION 
This function provides the ability to search on all products in your inventory.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter a search term  in any of the blank fields at the top of the form. Use drop-down lists 
where applicable to select a term from the index.  If you enter part of a Product code, the 
system will select all products with those leading numbers.  To restrict the search, you 
can enter more than one identifier (Description and Brand, for example). 
 
Press the Search button.  A list similar to the one shown above displays. Numbers in the 
grey area above the order lines denote the number of screens filled by the search results.  
Click on a number to go to that screen. 
 
To add an item or items to the Order, enter an amount in the Order column, then click on 
the Update button. 
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SORT THE ORDER 
After items have been entered to the Order, you can change the arrangement of the items 
by clicking on any heading.  For example, if you want the items arranged in Product 
Number order,  click on the Product heading;  if you want the items arranged 
alphabetically by Brand, click on that column heading.   
 
Click on the Reset Sequence button to return the list to its original sequence. 
 
PRODUCT INQUIRY 
Click on the Item  field of any product on the Order to display the Product Information 
screen for that product (see page Error! Bookmark not defined.). 
 
DELETE  ITEMS FROM THE ORDER 
To delete products from an Order, first click on the Delete column in the product line to  
place a check mark in the DEL field.  When all products to be deleted have been checked, 
click on the DELETE button in the lower right corner of the form.  All checked lines will 
be removed from the order. 
 
ADD PRODUCT NOTES  
To add product notes to the Invoice, Pick Label or Pick List,  highlight  the Description 
field of the Product you want to notate. Click on the Notes button at the bottom of the 
form.  The Product Comments form displays (see page 27). 
 
SAVE  THE ORDER  
After all products and amounts have been added to the Order, press the Save Order 
button at the bottom right corner of the form.  
 
DELETE  ORDER (button) 
Use this button to delete the order. Before the order is deleted, a confirmation message 
displays: 
 

Click on OK to delete the entire Order. 
 
 
Click on Cancel to leave the Order in active status. 
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PRODUCT COMMENTS FORM 
 

This form is accessed by highlighting the Description field of an order line and clicking 
on the Note button at the bottom of the form. It is used to print a comment concerning 
the product on the selected document. 

 
 
 
Print Flag 
Use the drop-down list to select the document on which this comment will be printed: 
• Invoice 
• Pick Label 
• Pick List 
 
Comments 
Enter the comment as it will appear on the selected document.  The field is limited to 255 
characters. 
 
Use the SAVE button to file the message. 
 
Use the CLOSE  button to close the message window and return to the Order. 
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SHOPPING CART FEATURE (available in version 3 only) 
 

This feature provides a concise review of  an OPEN Order.  If you are entering an order 
using an Order Guide, it includes only products that have been ordered. It can be 
accessed during the input, update or inquiry of any Order that has not yet been 
transmitted to the host system.  
 

 
To access this form while you are in the process of entering an order, click on the Cart 
icon at the top of the form.  A form similar to the one shown above is displayed. 
 
BACK TO SHOPPING  
 

Click on this button to return to the Order Entry process.  (If you access the Shopping 
Cart while updating an Open Order, the button says Edit Orders in Shopping Cart. 
Click on this button to return to the Order form.) 
 
CHECK OUT 
 

Click on this button to go to the Confirmation form to complete the Order. 
 
EDIT ORDERS IN SHOPPING CART 
 

This button is displayed only if you have accessed the Order from the Order Inquiry 
function.  It opens the Order for updating. 
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ENTER A NEW ORDER USING AN ORDER GUIDE 

 
 
SELECT AN ORDER GUIDE  

 
If  there are no existing Order Guides for this customer, the Order Guide field holds the 
notice: "No Items". 
 
To display the list of Order Guides assigned to this customer,  click on down arrow in the 
Order Guides field.    To select a guide, click on the appropriate guide then click on the 
LOAD button.   
 
REGULAR ORDER OR PAR MODE  
 
When you use an Order Guide to create an Order, there are two methods for entering 
order amounts: Regular and Order to Par.  
 
REGULAR:  The user enters the actual order  amount in the Order column. 
 
TO PAR:  A “Par” amount is defined on the Order Guide (the par amount is the 
preferred on-hand amount).  The user enters the number of items currently on the shelf 
in the Shelf column. The system calculates and displays the amount to order to reach par. 
Par amounts must be defined on the Order Guide to use this method. 
 
The default entry for this field is Regular Order.  PAR MODE is applicable only if an 
Order Guide is being used and only if the Order Guide defines PAR amounts.  See page 
31 for instructions on entering a Par Mode order.  
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ENTER AN ORDER GUIDE REGULAR ORDER 
 
The form displays all products included on the Order Guide.   
 
 

 
Click on the Order field of an item you want to order.  Enter the Order Amount and 
press the Enter key. The Extended Amount and Deal Amount (if applicable) are 
displayed. 
 
NOTE:  If you have established par amounts for an Order Guide, you can change the 
order layout from Regular Order to Par Order at any time during order input by clicking 
on the Par Mode button at the top of the form. 
 
ADDING ‘ONE-TIME’  ITEMS TO AN ORDER GUIDE ORDER 
 
If you want to order  items that are not included on the Order Guide,  you can add items 
to the Order form.  Added items appear on the current order only; they do not become a 
permanent item on the Order Guide.  (To add items to a WOM-created Order Guide 
permanently,  use the Order Guide Maintenance function on the ORDER MENU.) 
 
Enter a new item in the blank line at the bottom of the Order Guide.  Enter the Product 
code in the Item field or use the Product Search feature at the top right corner of the form 
(items on Order Guides or in the Product Catelog) or the Advanced Search (all items in 
your inventory) at the bottom left corner of the form.   
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ENTER AN ORDER GUIDE ORDER IN PAR MODE 
 
To use this method of order entry, par amounts must be defined on the Order Guide.   
 
The user enters the number of items on the shelf and the system calculates and displays 
the number of items to order (par amount minus shelf amount). 
 
Note: This form is wider than the display area.  Use the scroll bar at the bottom of the 
form to display  hidden fields. 

 
 
 
 
 
 
 
 
 
 
 

 
Customer:  Use the drop-down list to select the Customer. 
 
Order Guides: Enter the Order Guide code or click on the down-arrow to display a list of 
Order Guides assigned to this Customer and select one.  
 
Load  
Click on the Load button to display the selected Order Guide. The Regular Order and Par 
Mode buttons display. 
 
Par Mode (button) 
Click on the Par Mode  button if it is not already selected.  Once this mode is selected, it 
cannot be changed without re-loading the Order Guide. 
 
Click on the Shelf field of the items you want to order, enter the number of items 
currently on the shelf and press the Enter key.  The system displays the number of items 
to order in the Order field.  Extended Amount and Deal Amount (if any) are displayed. 
 
Click on the Note button at the bottom of the form to add a Line Item Comment (a 
comment related to the product on the line in focus).  See page 27. 
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SAVE  THE ORDER 
 

These instructions apply to both Item-by-Item and Order Guide Orders. 
 

When the Order is complete, click on the SAVE ORDER button at the bottom right of the 
Order form.  The CONFIRMATION form displays.  Use this form to make a final check 
of the order lines and to provide a PO Number and credit card information, if required. 
 
CONFIRMATION FORM 
 
The form provides details of the order and can be used to provide an alternate Shipping 
address and Credit Card information if payment will be made by that method. 
 

 
 
ENTER THE CUSTOMER’S PO NUMBER (if required) 
 

If this information is required, the system will not allow you to transmit the Order until 
the PO Number is provided.  
 
ENTER AN ALTERNATE SHIPPING ADDRESS (optional) 
 

If this Order should be shipped to an address other  than the Customer’s normal 
shipping address, enter the address here.  Otherwise,  skip these fields.  
 
PAYMENT INFORMATION 
This data displays only if the Credit Card field on the Web Site Maintenance form is 
activated.  If the Order amount is being paid by credit card,  select the Card Type from 
the drop-down list provided.  Enter  the Card Number, Expiration Month and Year data.  
The information is verified by Pay Pal. 
 
BUTTONS 
Use the buttons at the bottom of the form to see a Print Preview (see next page), Review 
and update the Order, Save the Order  (the order can still be reviewed and updated), 
Confirm the Order,  or Submit the Order to the host or add Comments (the Standard 
Comments form displays: see page 34). 
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PRINT PREVIEW (button) 
This screen provides a preview of the Order to send to the Customer for approval. 
 
 

 
 
 
Back to Order 
If changes to the order are required, this button returns to the Order Entry screen. 
 
Print Order 
If the Order does not require changes,  use this button to print the Order as is. 
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ENTER ORDER COMMENTS (optional) 
 
If you want comments to print on the  Invoice or Pick List, click on the COMMENTS 
button to go to the  Order Comments screen. 
 

 
 
Standard Comments  
 
This field displays existing comments from the host system that apply to this Customer.  
If there are no Standard Comments this field is inactive. 
 
Order Comments 
 
Use the drop-down list to select the document on which the comment will appear. 
• Invoice 
• Pick Label 
• Pick List 
 
Key the comment in the Comments field.  If the comment fills more than the viewable 
space,  a scroll bar is provided to move the display up and down. 
 
Click the SAVE button to save the comment(s) you have entered. 
 
Click the CLOSE button to return to the Confirmation form. 
 
Note:  If you SAVE the comment, then re-enter this screen, the SAVE button becomes an 
UPDATE button.  You can change the comment until the Order is Saved. 
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REVIEW / UPDATE  THE ORDER 
 
Click on the REVIEW ORDER button to go back to the Order form. Use this option if you 
want to add items to or delete items from the Order, add Line Item Comments or change 
order amounts. Changes can be made until the order is Submitted to the host system on 
the Confirmation form. 
 
To CHANGE an ORDER AMOUNT, click on the appropriate Quantity field and enter a 
different amount. 
 
To ADD an  ITEM to the order, enter the Product code in the Item field of the blank line 
at the bottom of the form, or use the PRODUCT SEARCH feature to select a product (see 
page 24). 
 
To ADD a line item COMMENT, click on the Note button to display the Line Comments 
form (see page 27). 
 
To DELETE an ITEM from the order, check (click on) the Delete field at the far right of 
the line.  When all items you want to delete have been checked, click on the Delete 
button at the bottom of the form. 
  
After making changes, click on the  Save Order button to save your changes and return 
to the Confirmation Form. 
 
NOTE: If an Order is Saved and Closed (but not submitted)  it can be accessed for 
updating by using the Update Open Order function on the Orders Menu. 
 
 
TRANSMIT THE ORDER TO THE HOST SYSTEM 
 
To finalize the order and send it to the host system,  click on the SUBMIT ORDER 
button on the Confirmation form.  After an order has been submitted, it cannot be 
changed. 
 
When the order is accepted by the host system, a message  displays: "ORDER 
TRANSMITTED SUCCESSFULLY." 
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QUICK ORDER 
 
This menu item provides a screen for creating orders quickly by entering Product Code 
and Order Amount.  Search features are not available.  After quick-entry items have been 
entered, valid products are transferred to the standard Order Entry form and the Order 
can be added to or completed following regular Order Entry procedures. Note: Invalid 
products will not be moved. 

 
 
Item / Order 
Enter the Item Number and Order Amount.  
 
Clear 
Use this button to clear all items from this section of the form. 
 
Validate 
Use this button to move all valid  items to the main Order form. 
 
After items have been transferred to the main Order form, click on the Confirm Order 
button to go to the Order Confirmation form and complete the process (see page 32). 
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UPDATE OPEN ORDER 
 

This option can be used to make changes to Orders that have been Saved or Confirmed 
but not Transmitted. 
 
The following changes can be made: 
• Add a Product to the Order 
• Delete a Product from the Order 
• Change an Order/Shelf Amount 
• Add/Delete an Order Line Comment 
 
SELECT THE ORDER 
 

When you click on the UPDATE OPEN ORDER item on the Order Menu, the ORDER 
INDEX SEARCH screen displays. 
 
If you click on the SEARCH button, the screen displays a list of ALL open orders.  The 
list can be customized by entering a partial Order Number, an Order  Date, a Ship Date 
or a Customer name in the empty spaces at the top of the form.  Only orders that match 
the search criteria are displayed. 
 
 
OPEN ORDERS LIST 
 

 
 
Select an Order from the list by highlighting (clicking on)  the appropriate line and 
clicking on the PICK button. 
 
You can customize the search by entering data in the empty fields at the top of the form.  
The system will select only orders that match the criteria you have entered. 
 
If you do not select an Order, use the CLOSE button to EXIT the form. 
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UPDATE  THE  OPEN ORDER 
 

 
 
To ADD a new line or lines, enter the Product code in the Item field of the blank line at 
the bottom of the form, or use the Search feature to select a product or products (see page  
24). 
 
To DELETE a line or lines, click on the line item Delete  field then click on the Delete 
button in the lower right corner of the form. 
 
To add or delete a LINE ITEM NOTE, click on the Note button to go to the Product 
Comments form (see page 27). 
  
To DELETE the entire Order, click on the DELETE ORDER 
button. The system provides a verification message that must 
be answered before the deletion takes place. 
 
 
When updating is complete, click on the Save Order  button to save the changes and go 
to the Confirmation form (see page 32).  
 
Use the Close button to leave the form and return to your home page. 
 
Note: Changes are not applied unless you use the Save Order button.                                                                
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ORDER GUIDE MAINTENANCE 
 

Use this function to create new Order Guides and  to update existing Order Guides.  
Order Guides can be created for Customers, Market Segments, Local or National Chains. 
 
Order Guides created in this application and changes made to Order Guides created on 
the host system are not transmitted to the host system. Order Guides are used for Order 
Entry and for creating Retail Pricing. 
 
CREATE A NEW ORDER GUIDE 
 

A blank form displays when this function is selected from the menu. 
 

 
 

Binding 
Use the drop-down list to select the type of customer using this Order Guide: 

• Customer 
• Local Chain 
• National Chain 
• Customer Price Group 
• Market Segment 

 
Binding Value 
Use the drop-down list to select the name of the customer or customer group to which 
this Order Guide applies. 
 
Description (optional) 
Enter a brief description of the Customer or Group. 
 
Pricing Customer 
This field displays only if the Binding is other than Customer.  Enter the code for the 
Customer whose pricing will be used for this group. 
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Item  or Search 
Double click on the Item field, then enter a Product Number in the field. 
- or - 
Use the Advanced Search button at the bottom of the form (see page 25) to locate the 
Item Number.  Product information is displayed in applicable fields. 
 

Seq 
If you want products displayed in a specific sequence on the Order Guide, enter a 
Sequence Number. Otherwise, skip this field. 
 

Par 
If this Order Guide is used to Order to Par, enter the Par Amount for this product. 
Otherwise, skip this field. 
 
Continue entering products until the Order Guide is complete. If the guide fills more 
than one page, a scroll bar is provided to move through the pages quickly. 
 
UPDATE AN EXISTING ORDER GUIDE 
 

 

 

 
OPEN THE ORDER GUIDE 
Use the drop-down lists next to the Customer and Order Guide fields to select the Order 
Guide you want to see.  Click on the LOAD button to display the Order Guide details. 
 
CHANGE SEQUENCE OR PAR FIELDS by clicking on a field to highlight it, then 
entering new data. 
 
ADD LINES to an Order Guide by entering a new product in the blank line at the 
bottom of the form, either by  Item Number or by using the Advanced Search. Use the 
sequence field to determine the placement of the line on the order. 
 
DELETE LINES from the Order Guide by checking the Delete FIELD in each applicable 
row and then clicking on the Delete BUTTON at the bottom of the form. 
 
DELETE ORDER GUIDE.  Delete the entire order guide by clicking on this button.  The 
system provides a confirmation button asking if you wish to delete the Order Guide 
before proceding. 
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COPY THE ORDER GUIDE.  This function allows you to copy the current Order Guide 
to a different Customer or Customer Group.  Another form displays: 
 

 
 
Binding 
Use the drop-down list to select Customer or Customer Group as the copy definition.. 
 
Binding Value 
Use the drop-down list to select the specific Customer or Group for which the guide will 
be copied. 
 
Description 
Enter a brief description of the transaction. 
SAVE your changes by clicking on the SAVE button at the bottom of the Order Guide 
form. 
 
No. of Lines 
This field displays the number of lines in the Order Guide being copied. 
 
OK 
Click on this button to activate the copy process. 
 
Cancel 
Click on this button to cancel the copy process. 
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REPORT 
 
The Report Menu holds items for printing Order Guides and Retail Price Lists. 
 

 
 
 

ORDER GUIDE PRINT 
 
This function prints selected Order Guides.  Order Guides can be printed for Customers 
or  Customer Groups (e.g., Retail Price Group). 
 

 
 
ORDER GUIDE TO PRINT 
Use the drop-down list to select the type of Order Guide to print: 
• History 
• Standard 
• All 
 
INCLUDE LINES FOR ORDER QUANTITY 
Check (click on) this check-box if you want the Order Guide to include blank lines next to 
each product on which to record quantity ordered.  
 
CUSTOMER 
Use the drop-down list to select the specific Customer for whom the Order Guide is 
being printed. 
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SPECIFIC ORDER GUIDE 
Use the drop-down lst to select the specific Order Guide or Guides to print, or All Order 
Guides. 
 
GROUP 1: CUSTOMER 
This field displays a list of all Customers assigned to the User.  Select the Customers for 
whom you want to print an Order Guide by checking the appropriate box. 
              
Sort by 
Click on the down arrow to display a list of sorting options for the report: 
• Default - The order in which the Order Guide was created 
• Product 
• Description 
• Brand 
• Sequence 
 
GROUP 2,  GROUP 3 
If you have assigned customers to groups (e.g., Retail Price Group, National Chains), 
these fields can be used to print Order Guides assigned to specific Customer Groups. 
Groups are listed when the drop-down arrow is clicked. 

 
 
Select (click on) the Group for the report.   
 
After the group is displayed in the heading, you can use the 
Search feature to display a list of all groups. 
 
 
 
 

 
SEARCH 
Click on this button to display  a listing of items in the Group you have selected: 

 
Select All:  Click on this button 
to include all items in the report. 
 
Select: Click on this field for each 
item you want to include in the 
report. 
 
Pick:  Click on this button to 
move the items selected to the 
main form. 
 
Close:  Click on this button to 
close this form and return to the 
main form.   
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PREVIEW THE REPORT 
 

PREVIEW (button) 
After all Customers/Groups have been identified, click on this button to see a preview of 
the selected Order Guides.  Note: You must preview the guide(s)  before printing can 
take place.  
 
CLOSE (button) 
Use this button only if you do not want to procede to the PRINT process. It closes the 
print program and returns to your home page. 
 
PRINT PREVIEW 

The bar at the top of the Print Preview provides several options for reviewing, printing or 
distributing the printed report. 
 

This option displays the page currently displayed and the total 
number of pages. It also allows you to move through the report to the 

first page, the previous page, the next page, or the last page.  
 
This option displays the current proportion of the report and allows you to 
change it. 
 
 
 

This option allows you to enter a word or phrase and to search the 
report for the next occurrence. 

 
This option allows you to export the report in a specific 
format.  
 
 
 

Click on this icon to refresh the display. 
 
 
Click on this icon to print the Order Guide. 
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RETAIL PRICE PRINT 
 

This function is used to print Retail Price Lists that have been created using an Order 
Guide. 
 

 
 
Order Guide to Print 
Click on the down arrow to display a list of Order Guides: 
• History 
• Standard 
• All  
Click on the type of Order Guide you want to print.  
 
Customer 
Use the drop-down list to select the Customer for whom you want to print the report. 
You can define additional Customers in the Group1 box below. 
 
Specific Order Guide 
Use the drop-down list to select the Order Guide you want to print.  Additional Order 
Guides to print can be selected from the Customer Group field. 
 
Group1 - Customer 
This field displays a list of all Customers assigned to the User.  Select the Customers for 
whom you want to print a Retail Price List by checking the appropriate box. 
 
Sort by 
Click on the down arrow to display a list of sorting options for the report: 
• Default - The list is arranged in the order in which the Retail Price List was created 
• Product 
• Description 
• Brand 
• Sequence 
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GROUP 2,  GROUP 3 
If you have assigned customers to groups (e.g., Retail Price Group, National Chains), 
these fields can be used to print Retail Price Lists assigned to specific Customer Groups. 
Groups are listed when the drop-down arrow is clicked. 

 
 
Select (click on) the Group for the report.   
 
After the group is displayed in the heading, you can use the 
Search feature to display a list of all groups. 
 
 
 
 

 
SEARCH 
Click on this button to display  a listing of items in the Group you have selected: 

 
Select All:  Click on this button 
to include all items in the report. 
 
Select: Click on this field for each 
item you want to include in the 
report. 
 
Pick:  Click on this button to 
move the items selected to the 
main form. 
 
Close:  Click on this button to 
close this form and return to the 
main form.   
 

 
 
PREVIEW THE PRICE LIST 
 

PREVIEW (button) 
After all Customers have been identified, click on this button to see a preview of the 
selected Price Lists.  You must preview the list(s)  before printing can take place.  
 

CLOSE (button) 
Use this button only if you do not want to procede to the PRINT process. It closes the 
print program and returns to your home page. 
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PRINT PREVIEW 

The bar at the top of the Print Preview provides several options for reviewing, printing or 
distributing the printed report. 
 

This option displays the page currently displayed and the total 
number of pages. It also allows you to move through the report to the 

first page, the previous page, the next page, or the last page.  
 
This option displays the current proportion of the report and allows you to 
change it. 
 
 
 

This option allows you to enter a word or phrase and to search the 
report for the next occurrence. 

 

This option allows you to export the report in a specific 
format.  
 
 
 

Click on this icon to refresh the display. 
 

 

Click on this icon to print   the Price List. 
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INVENTORY 
 
The Inventory Menu provides screens on which Customers can maintain their own 
Inventory records. 
 
 
 
 
 
 
 
 
 
 
 
 

INVENTORY EDITOR 
 

 
This screen identifies the items in your Inventory.  These items can be purchased on the 
Web or from other Vendors (non-stocks).   Products can be added to the screen one by 
one or copied from an existing Order Guide. 

 
 
Customer 
Use the drop-down list to select the Customer associated with this Inventory. 
 
Customer Details 
Click on the double down arrows to display information about the Customer: Address,  
Terms, Warehouse, AR Balance Due. 
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ADD  INVENTORY LOCATIONS 
Use this drop-down form to identify Inventory Locations. 
 

 
 
Location 
Assign a code to this Location. 
 
Description 
Provide a brief description of the Location. 
 
Parent Location 
Use the drop-down list to select the Parent Location. 
 
NON INVENTORY PRODUCTS 
Use this drop-down form to identify products that are not normally part of the 
Inventory.   
 

 
 
Enter product information then click on the Save Product button.
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Add Inventory Locations 
Click on the double down arrows to display  a form that is used to define Inventory 
Locations. 
 

 
 
Location 
Enter a code for this Location. 
 
Description 
Enter a brief description of the location. 
 
Parent Location 
Use the drop-down list to select the Parent Location. 
 
Non-Inventory Products 
Click on the double down arrows to display this form. It is used to define products that 
are not assigned to Locations. 
 

 
 
LOWER FORM 
This section of the form lists the products in your inventory.   

 
 
 
 
 
 
 
 
 
 
 
 
 

 
You can use the Copy from Orderguide button at the bottom of the form to add products 
to  the Inventory or you can enter each item separately. 
 
ADD A PRODUCT 
To add a product to the Inventory Screen, enter a valid product code in the Product field.  
All available data (UM, Brand, Pack, etc.) displays automatically.   
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Location 
Place focus on this field and use the drop-down list to select the Location for the  
product. 
 
Quantity 
Enter the quantity on hand.   
 
Weight 
This field displays automatically when a Quantity is defined. 
 
Price 
This field displays the current Price and cannot be updated on this screen. 
 
Delete (button) 
To delete items from the list, check the box in the Delete column on the main form, then 
press the Delete button at the bottom of the form. 
 
Reset Qty/Wgt 
Use this button to clear and reset existing Quantity and Weight columns.  A verification 
prompt is given before data is cleared:   
 
 
 
 
 
 
 
Archive 
Use this button to Archive the Current Customer Inventory.  Archived data includes 
Archive Date, Customer Code, Company Code, Period Sales Dollars, Period Purchases 
Dollars and Percent Food Cost.  Archived information can be viewed on the Inventory 
Comparison form.  When archiving is complete, the system displays a message 
 
Export 
Use this button to export Inventory records to an Excel spreadsheet. Another form 
displays before the transfer takes place: 
 
 
 
 
 
 
 
 
 
 
 
 
Save 
Use this button to Save the current information. 
 
Close 
Use this button to close the form and go to your home page.  NOTE: Closing the form 
does not Save newly entered  data -- you must use the Save button. 
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INVENTORY VALUE  
 

This screen is for information only. It displays the total dollar value (quantity X price)  of 
each item in a customer's inventory.   
 
 

 
 
Customer 
Use the drop-down list to select the Customer whose inventory you want displayed. 
 
Refresh 
Use this button to display the most recent Inventory Value  information. 
 
Export 
Use this button to export Inventory records to an Excel spreadsheet. Another form 
displays before the transfer takes place: 
 
 
 
 
 
 
 
 
 
 
 
 
Close 
Use this button to close the screen. 
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INVENTORY COMPARISON 
 

This screen compares current inventory prices and values with archived inventory prices 
and values. 
 

 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
Customer 
Use the drop-down list to select the Customer whose records will be displayed. 
 
Archives 
Use the drop-down list to select the date of the Archival information to use for the 
comparison. 
 
Period Sales 
Enter the amount of Sales during the  period from the Archival date to the Current date. 
 
Period Purchases 
Enter the amount of Purchases during this period. 
 
Percent Food Cost 
This field displays the food cost percentage during the defined period. 
 
Beginning (Archive) Inventory Total/Ending (Current) Inventory Total 
These fields display inventory total amounts for the beginning and ending periods. 
 
LOWER SCREEN 
This section of the screen displays all products in the inventory, the current dollar value, 
the archive value and the net change. 
 
Refresh (button) 
Use this button to display the most current information on the lower screen.  
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INVENTORY MOVEMENT  
 

This screen provides a graph showing the weekly or monthly inventory movement of a 
specific product or products and  a specific customer. 
 

 
 

 
Customer 
Use the drop-down list to select a Customer. 
 
Mode 
Use the drop-down list to select either Monthly or Weekly. 
 
Refresh 
Use this button to clear the current selections  in order to enter data for a new graph. 
 
PRODUCTS 
This form lists the products in the Inventory.  Click on the Select button for each product 
to be represented on the graph. 
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GRAPH 
This form displays a graph showing the movement for the time period and product(s) 
selected on the main form. 
 
The box to the right of the graph displays the code(s) for the product(s) represented on 
the graph.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Close 
Click on this button to return to the Products form. 
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INVENTORY LOCATIONS 
 
This screen identifies the warehouse locations in which a customer's products are stored. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Customer 
Use the drop-down list to select the Customer. 
 
Group by Brand 
Check this checkbox if you want the Products on the list grouped under the Brand name. 
Click on the + to display the products for a specific Brand. 
 

 
 
Show Available Only 
Check this checkbox if you want the list to include only those products that are currently 
in-stock and available for sale. 
 
Reload 
Check this checkbox after you have made changes to grouping or display rules.  This 
causes the list to re-display in the new format. 
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