-DIMSi

SALES ORDER ENTRY (DELIVERY) FAQS

How do | print an Order Acknowledgement?
Once a Sales Order is saved, you can use the Print icon to generate an Order

Acknowledgement for your Customer. This will help confirm the Customer

order.
[ ABR=A SR ERCREN = m

PR o Acknowledgment
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it the order acknowledgment:
Ctrl+Shift +P
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pick file and expedite printing 2 picktiket orport. [y
Customze  Select  Export

AddS) AddaM ivery Ti ;
4% Ao . Delivery Ticket CAA+ShIRED |, e e
! Createa shipment and exp edite printing a delivery ket
Line Item Options Grid Options
—— jw,, Workorder Ctrbshift+w =
S0 1D Print a sales work orderfor the sales order, Branch 2KEVIN ~[2] g
order(F7)| Payn Orderproof :
= E
ordernformats =3 z

Print an order proof for the sales order.

How do | add a Delivery Charge (or any charge)?
You can add a customer charge by clicking the Charges and Cost Icon within

Sales Ord

the

er ribbon.

¢ IR RSN W= Line Tte_.
Information Go To Manage
@ IQ =] Messag m > Edit Dispatch [l Copy or Mave 50 [§8) Credit Sales Order ™. Signature 2 Cash =h Reward Credit
] sono % View Dispath Addresses | [ Create Quote/Cancel 30 B} Doc Stormge |E&] Invoice 5O = Chedk
New AddS0 Addcm rder Charges Shipment _
Order  Item Item Totals and Costs  Information ﬁ Related Transadions @ Create Quote/Retain 50 0 Cancel Sales Order [} Partial Invoice | 24 Credit Card
Order Actions Order Review Transaction Functions Payments
som 1960 Status Branch | 2KEVIN -[2]
Order{F}')| Payments (F3)  Pick/Shipment(F11)
Order Information: bw001 #1, Builders Warehouse Omaha NE, Customer PO:
Tran seq | Item Ordered gty | Qty UOM B/O gty Price | Price UOM Item message WO IDfTally UOM | B/O infarmation
—
1 15YRSHINGLEBL 1.0000° BN 0.0000 25.0000: BN

The following window will then allow you to select predefined Customer

Charges.

ﬂ Customer Charges and Order Costs -- [Prodealer Master]

— O X

Active Browser
(®) Customer Charges Shipment # 0w
() Order Costs

() Charges and Costs Applied as Add-on's

Attached Customer Charges
Charge type |Basis | Basis amtIApply as Order amtlAF’Fects GM IIZ:list:c:aL.lr'|t|.l!'.|:u,:|||5«I if less
Add

Update

Delete
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How can | review my order totals?
You can review the Sale Order totals by clicking the Order Totals icon within
the Sales Order ribbon.

$

Information GoTo Manage

0% i g i o

New Adds0 AddcMm Order Charges  Shipment

¢1}> Edit Dispatch @ Copy or Move 50 @ Credit Sales Order ™. Signature &h Cash = Reward Credit

G% View Dispatch Addresses @ Create Quote/Cancel 50 E Doc Storage Invoice S0 = Chedk

Order  Item Item Totals and Costs  Information [ Related Transadions @ Create Quote/Retain SO 0 Cancel Sales Order @ Partial Invoice | 24 Credit Card
OrderActions Order Review Transaction Functions Payments
501 1960 Status Branch [ 2xEvIN -[2]

| Urder(l—‘z"]| Payments (F3)  Pick/Shipment (F11)

Order Information: bw001 #1, Builders Warehouse Omaha NE, Customer PO:

Item Detail

1 15YRSHINGLEBL 1.0000: BN 0.0000 25.0000 BN

This will display totals including charges, tax amounts, discounts, weights and
GM information (security permitting).

ﬂ Sales Order Totals for 1960 -- [KEVINS BRANCH] [v347 Devel] — O X
501D 1960 Terms discountable 25.00 Cost type Item default ~
Sell 25.00 ADF 0.00 Cost 14.36
Charges 0.00 Met terms discountable 25.00 GM 10. 64
Tax 1.76 Terms discount allowed 0.25 GM % 42.56
Total 26.76 Taxable sell adjustment 0. 00 Estimated profit
Currency USD Weight 10. 00 Order costs 0. 00
Load 10.00 Add-on charge 0. 00
Add-on cost 0. 00
Shipping details
5B selcton [«211> -
Shipment # | Status Sell| Charges Total Order costs GM| GM%| Weight| Load| ADF Other charge no

Available . .00 76| 26.7¢ 0000] 10.64| 42.56 10,00
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What is the difference between Messages and Notes?
Messages will print on forms and can be used to provide instruction or
specific information. Notes are strictly for internal use and will not be printed

on forms.

W el o Oy A Sales Order - DMSi - 547
Sales Order Information
Ig Ig =] Messages $$‘$ m @ < Edit Dispatch [5tl Copy orMove 50 |§38 Credit Sales Order ™=, Signature (&2 Cash = Reward Credit
D S0 Motes o Q% View Dispatch Addresses @ Create Quote/Cancel 50 E. Doc Storage &l Invoice SO =i Chedk
New Adds0 Addcm Order  Charges Shipment _
Order  Item Item Totsls andCosts Information [0 Related Transacions 5| Create Quote/Retain 50 € Cancel Sales Order 3t Partial Invoice | &4 Credit Cad
Order Actions Order Review Transaction Functions Payments

50 ID 1960 Status Branch 2KEVIN

0rder(|‘—7)| Payments (F8) = Pick/Shipment (F11)
Order Information: bw001 #1, Builders Warehouse Omaha NE, Customer PO:

Item Detail
Line Ttems
Tran seq | ltem Ordered gty | Qty UOM BfO gty Price | Price UOM Item message WO ID/Tally UOM | BfO infarmation
-
1 15YRSHINGLEBL 1.0000: BN 0.0000 25.0000: BN

How can | edit a line item that has already been entered?
Double clicking a line item will allow you to edit information by expanding
the Item Detail section of the Sales Order.

GoTo
@ @ ‘) iz \)‘ Q Q =] 1tem Message (3 Add Non-Stodt Tem \£) Priceand Cost ~
_H fh
3] price/Discount Adjustment ek Display Cut File 2 OrderProcsssing ™
Add20 AddCM  Save Cancel Order SetFillfrom  Stodc Spedfy
Ttem Item Item Changes History Soure  Statis  CommitfUncommit “§ Price and Misc Cost Info % View/Edit W/O Status Info | (8 Miscellaneous ~
S0 Item Actions S0 Item Review SO Item Options
501D 1960 Status Branch KEVIN -

Order[ﬁ')‘ Payments (F3) Pick/Shipment (F11)
Order Information: bw001 #1, Builders Warehouse Omaha NE, Customer PO:

Item Detail

Line Ttems

Tran seq | Item Ordered gty | Qty UOM BJO qty Price | Price UOM Item messag WO ID{Tally UOM | B{O information BfC
i 15YRSHINGLEBL 1.0000: BN 0.0000 25.0000 BN a

Sales Order - DMSi Ag

4] Price/Discount Adjustment [ Display Cut File
AddS0 AddCM Save Cancd  Order | SetFillffrom Stodc Spedfy

! = S =] TtemMessage (= Add Non-Stodk Fem () Priceand Cost ™
DT I - R R N
&) Order Processing ™
&

Item Item ltem Changes Histoy | Soure Stabs Commit/Uncommit ‘8 Priceand MiscCostifo [ View/Edit /0 Status o | (8) Miscellaneous -
50 ftem Actions 50 Item Review S0 Item Options
so D 1960 Status Branch 2KEVIN v

order (F7) ‘ Payments (F5) P\tk/Sh\pment GO

Ttem Discount No Discout Trmseo Market GM 1100
Ordered 1.0000 Ext weight 1000 Extload 10.00 Size Market GM % 4400
Frice 250000 BN cost 143609 A4 Tremdese | 15 YRSHINGLE BLACK

S
B¢t price 25.00 M 1064
Net price 25.0000 M % 4256 8O 0.0000

Available gty EEIEY Market cost 14.0000

How can | see the Customer’s order history?
When in the Item Detail section, you can select Order History from the Sales
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Order Ribbon.

= SR RN SO Ttem Det_.

Information

I% @ 1l 1 ":"iz “‘\% Item Message (% Add Non-Stodk kem &) Priceand Cost ~
: *%| price/Discount Adjustment fes Display Cut Fle 27 Order Processing ~
AddS) AddCM Save  Cancd  Order | SetFillfrom Stodc Spedfy X .
Item Item Item Changes History Source  Status  Commit/Uncommit *§ Price and Misc Cost Info B View/Edit W/0 Status Info | 8 Miscellaneous ~
50 Item Actions 50 Item Review 50 Item Options
50 ID 1960 Status Branch 2KEVIN (2]

0rder{H‘)| Payments (F3) = Pick/Shipment{F11)

Order Information: bw001 #1, Builders Warehouse Omaha NE, Customer PO:

Item Discount Dimension

Ordered Size

Price Cost 0.0000 Ttem desc

Ext price GM 0.00

Net price 0.0000 GM % 0.00 BO 0.0000
Available gty

This will display any Items purchased by your Customer with the date range

specified.

) Order History View -- [KEVINS BRANCH] [v547 Devel] — O x

File Edit Options View Window GoTo Help

Display Records

Branch | 2ZKEVIN CustID: bwdO1 Builders Warehouse Omaha NE Ship-to - 2| Al

(@) Since: 12/24/19 - (@Item [ al From: | el To:| | 2

O For S0 D: (O Product Group

5| B, | % ok || B ||| B - [ show Costs [ Indude Credit Memos [ Indude Group Items -

Tran ID| Invoiced Date | Item Original Invoice ID | Shipment # | Original Item |Dimension | Invoiced Qty | Qty UOM | Piece Count| Invoiced Price |Price UOM | ExtPri a

1649 04/15/2020 15YRSHIMGLEBL 1 1.0000 BM 50.2312 BN 50.
1643 04/09/2020 30805LAB2 1 1.0000 EA 30.0000 EA 30.
1643 04/09/2020 30805LAB 1 1.0000 EA 0.0000 EA a.
1642 04/05/2020 30805LAB 1 1.0000 EA 45.0000 EA 45.
1599 04/07/2020 35galnail3 1 1.0000 BX 10,0000 BX 10.
1591 04/06/2020 30805LAB 1 1.0000 EA 0.0000 EA a.
1536 03/26/2020 15YRSHIMGLEBL2 1 1.0000 BM 19,3645 BN 19.
1479 03/12/2020 30YRSHIMGLEBL 1 -1.0000 BN 37.0370 BN -30.
1473 03/11/2020 ZOTHER 1 1.0000 EA 0.0000 EA a.
1423 03/02/2020 15YRSHIMGLEBL 1 1.0000 BM 50,2312 BN 50.
1365 02/26/2020 HWLO404RG 1 AX4K08 3.0000 PC 550.0000 MBF 17,
1344 02/21/2020 KEDODODOO166 1 1.0000 EA 33.4615 EA 38.
1343 02/21/2020 KEOOODOOO165 1 1.0000 EA 35.4615 EA 38.
1342 02/21/2020 15YRSHIMGLEBL 1 1.0000 BM 50.2312 BN 50.
1341 02/21/2020 KEOOODOOO164 1 1.0000 EA 35.4615 EA 33
1335 02/20/2020 0204PINE 1 20410 1.0000 UNIT 10 0.1667 PC 1w

£ >

Tran ID, Invoiced Date, Item 0 of 100

Sort / Subtotal | | Summary View Apply Item,Price to Order

How can | copy an Order?
You can copy a previous Sales Order or move an existing Sales Order to
another branch by clicking the Copy or Move SO icon.
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Information

=] Messages N &
D @ [ ] S0 Motes $_$-|

@ Credit Sales Order ™. Signature &2 cash %2 Reward Credit

Invoice 0 =i Chedc

Actions
@ < Edit Dispatch 1 8l Copy or Move 50

0% View Dispatc Addresses E@ Create Quote/Cancel S0 E Doc Storage

New AddsS0 AddaMm Order  Charges Shipment. =
Order  Item Tkzm Totss andCosts Information (4 Related Transadions [§8 Create Quote/Retans0 € Cancel Sales Order Partial Invoice | & Credit Card
Order Actions Order Review Transaction Functions Payments
Branch IKEVIN -

50 ID 1960 Status

Urder{F.f)l Payments (F9) = Pick/Shipment(F11)

Order Information: bw001 #1, Builders Warehouse Omaha NE, Customer PO:

Item Detail
Tran seq Item Ordered ﬂﬁ W uom w Pﬁ Price UOM Item message WO J.Dﬁal]z uom B_.to information ﬁo c
1 15YRSHINGLEBL 1.0000: BN 0.0000 25.0000: BN

Can | see if my Sales Order is linked to another transaction?
Clicking the Related Transactions icon will display any Orders linked to a
specific Sales Order.

RO S S G | Line Tte.

Information Go To
[ Credit Sales Order . Signature 22 Cash = Reward Credit

D @ = Messages {s_’s‘l F o@? Edit Dispatch [ copy or Move 50
[ | 50 Notes %VIE‘WDISPEM Addresses | [§@) Create Quote/Cancdl 50 ) DocStorage Invoice S0 = check
New Adds0 Addcm Order  Charges
ﬁ Related Transadions E@ Create Quote/Retain 50 0 Cancel Sales Order E_n‘t Partial Invoice | 24 Credit Card
£

Order  Ttem Ttem Totals  and Costs
Transaction Functions Payments

Order Actions r Review

Branch [ 2kevin

50 ID 1960 Status

0rder(f-7)| Payments (F3) = Pick/Shipment (F11)
Order Information: bw001 #1, Builders Warehouse Omaha NE, Customer PO:

Ordered aﬁ UoM ao aﬁ Price | Price UOM Ita’nmasae Wo J.D‘iall‘ uom ao information
Jre———————————

1.0000 25.0000: BN

Tran sﬁ Item
e ———
1 15YRSHINGLEBL 1.0000: BN

These can include Purchase Orders or Work Orders.

ﬂ Related Transactions - DMSi Agility™ -- [KEVINS BRAMCH] [v347 Devel]

File Edit Options Window GoTo Help

Related Transactions
View related quotes, credit memos, branch transfers and linked transactions for items tagged to fill from purchase orders and reman work orders.

Tran ﬂe Tran ID uﬁ:ﬁﬂa D % F Name ﬁg State Addtlitems exist | Status Remanﬁacted sched
A drerer—————— | R ————,
NE Open

PO 1177 BLS001 1 Brothers Lumbe... | Omaha
Transfer  Parent item Quantity Quantity UOM Expect date  PO/Reman expect date Cust/SupplierID  Seq # Name City
15YRSHINGLEBL ] 1.0000; BN 06/29/20 06/25/20 ¢ 1 1
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Why is the line items grid greyed out?

Your line item grids is all greyed out, you can't see any of the line items, and it
looks like the window below. You will need to click on the line items heading
and click spacebar.

W= = R AR NN Sales Order - DMSi Agility™ — [v547 — 0 X

Information

@’ @’ x & Move Up 4 Prefinish Assignment (£ Price and Cost =
Move Down 2] OrderProcessing ~
AddS0 AddCM Update Delete . Customize  Seled Export
Item Item [ change Display Order &) Miscellaneous ~ -

Line Item Actions Line Item Options Grid Options
som 1960 Status Branch KEVIN (2]

Drder(r-_l)| Payments (FS) Pick/Shipment (F11)

Order Information: bw001 #1, Builders Warehouse Omaha NE, Customer PO:

Item Detail

Click directly on
the Line ltems
black bar heading

| 1038307 Waj] | LpIERS 3INLATY Waj)

| FIPPING Waj[ JaWoIsNT

Order Totals: Order total: 26.76, GM: 11.00, GM Ya: 44.00, Weig

Price Info |

Why is cost and/or gross margin not showing?
You have the security to view margins and costs, but they're not showing up
in SO Entry. Go to File > Show Cost or click ctrl + F2.

GoTo 4 [l Keep Open

Price and Cost ~

@’ @ h = *\\% Q % 2 Ttem Message (% Add Non-Stock Eem

¢ ol
4

=)
\2) Order Processing ~

%] price/Discount Adjustment [z Display Cut File
AddSD AddCM Save Cancel  Order | SetFillfrom Stock Spedfy )
Item  Item Item Changes History Souree  Stats Commit/Uncommit 8 Priceand MiscCostifo g View/Edit W/O Status Info | (8 Miscellaneous ~
S0 Item Actions S0 Item Review S0 Item Options
501D 1960 Status Branch 2KEVIN B
Order(F7)| Payments (F2) | Pick/Shipment (F11) i

Order Information: bw001 #1, Builders Warehouse Omaha NE, Customer PO: [+

~

-

Ttem Discount No Discount Dimension =
Ordered 1.0000 Bxt weight 1000 Bxtload 10.00 Size

[ ooyt | wpiag gy wy

Price 25.0000 Itemdesc | 15 YRSHINGLE BLACK
Ext price 25.00 i
Net price 25.0000 PO 10000 o
Available gty 976.5000 &l
M 5
4 (0 3 =
2
=
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Recent Sales Orders

Mew Order Ctrl+N
11960 2KEVIN - Builders Warehouse Omaha NE

21958 2KEVIM - Builders Warehouse Omaha ME
31957 2KEVIM - Builders Warehouse Omaha NE

b |
E Open Order Ctrl+0
41955 2KEVIM - Builders Warehouse Omaha NE
1 H Save Order Ctrl+5 5 1956 2KEVIN - Builders Warehouse Omaha NE
6 1423 BEATRICE - Kevin's Branch
@ Print » | 71954 2KEVIN - Builders Warehouse Omaha ME
@ & 1422 BEATRICE - Kevin's Branch

Print Preview y | 31952 2KEVIN - Builders Warehouse Omaha NE

Register Point of Sale (POS)
Toggle POS mode onfoff for Sales Order Entry.

Show Cost Ctrl+F2
Toggle onfoff to display cost related figlds.

[l = .
cam | Options
[l
x
EIDSE
= 3!: . . .
#5 UserPreferences 95 Switch User n Bxit to Login
Ttem ‘ 15YRSHINGLEEL |}IJ| Discount No Discount Dimension Market GM -
Ordered 1.0000 BN Ext weight 10.00 Extload 10.00 Size | | Market GM %
Price 25.0000| BN Cost 14,0000 A Ttem desc 15 YR SHINGLE BLACK
Item message =
Btprice | 25.00] GM 11.00
Net price 25.0000 GM % 44.00 PO 1.0000
Available gty 976.5000
Market cost 14.0000

4 [0 3

A field is missing from the line items, item detail, or the order
information sections?

You have a field that you either want to add or was previously there but is no
longer showing. You will have to edit your layout to add the column. Go to the

& Informaton £ Create New Customer == ¥ Images ‘L & EDIFoms = Edit Layout
4 Notes =

m Lien Infarmation ﬁ Commit Information =% Credit Status Histony 5 SelectLayout ~
PO Credit Signatures Saved Attribute Take a
Fieds Inguiry Tax Rezale Certificates Contads % Shipment ChangeHistory | Viewers = Viewer & MiscInformation Tour
Customer View Viewers Miscellaneous Customize
S0 ID 1960 Status Branch | KEVIN -[2]

Order[l-_z')‘ Payments (F3) = Pick/Shipment (F11)

Order Information: bw001 #1, Builders Warehouse Omaha NE, Customer PO:
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This will bring you to the myUI Designer window. You can select the section
(1) and Add/Remove Fields (2) for the section you need to add fields. Also not
that you can set some fields to editable, required, or read only.

4 myUl Designer - DMSi Agility™ - [KEVINS BRANCH) [v547 Devel]

O-Z W X 9| nignist  AlignRight | T 4+ 1L | 2 BringtoFront S| SendtoBack | [ @
Layoutname | KE 50 Layout [@ selecticon - | Accessedby  [User v [kemmel  [R] 8ranch <all> =
Section *  Showselacted fields using the specified mode. Use the canvas below to amange fieds as desied.
o Showfield  Name | Mode
Add/Remove Fields
Accepts backorder H
Adiust Tab Order Address 1 Editable
O Address 2 Editable
Address 3
[ Append to open transfer Editable
=] Auth to charge
@ City, State, ZIP Editzbl
o]} Contact DIY notify method
=] Contact email
m] Contact mobile phone
o]} Contact name
= Cantact phone
[ml Country

Customer ID P Pl Sale type p Sales agent 1 -
Currency
Ship-ta name L= Customer PO Sales agent 2 -

Price level Reference Ship via Fad
Address 1 Sperted del | g6/25/20 > Tax code I
Address2 X Payment terms
[] Bected delv dateoverride [ ] On held o 0
City, Stats, ZIP Route ID P Freight terms P
Phone (> - Expected ship | ;o0 oy o [] Taxable [] Full payment required [ ] Append to opentransfer
date o 0 ]
Ship complete Acceptsbackorder §
Created by Sales agent 3 - WEEET ED o 3
Order date 06/25/20 v Orig DA exp [] Priced pick & delivery [] Treat as pass-thru [T Create PO on save

delvdate | U/29020 ke




