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1  Introduction to Play for PC

Brandwise Play for PC brings digital order capture and engaging imagery together in one innovative
application. Sales reps have access to digital images of their supplier’s product lines, eliminating heavy
and costly catalogs. Create brilliant product presentations using Whiteboards, browse supplier catalogs,
generate sales reports, and much more.

2 Welcome Screen

To launch Play for PC from your desktop, double-click the Brandwise Studio icon.

Usermame | Miles Davis L

// Password |ee

20

Heudheliss

Studio

On the login page, select your username and enter a password, then click Log in. If you have questions
about logging in, please contact your system administrator.

The Welcome screen displays three grids with query tables, as shown below. By default, the top grid
contains the Pending & HFC Orders() query table, the middle grid contains the Order Last 7 Days() query
table, and the bottom grid displays the To Be Shipped Orders() query table.

File Sales Orders  DataXChange Reports Setup Help
2 - o M oW Y <0

Customers MNew Order Find Orders DateXChange Data Transfer Catalogs Suppliers Upgrade Log Out Bdit 7

Welcome Miles Davis Edit Home

Pending & HFC Orders (4}

Orders Last 7 Days (3)

To Be Shipped Orders (1)

(Wise Brand | System 203 U - Miles Davis R - Miles Davis Road Mode Online - Idle HQDT11615 11.1.5982.19926
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A Pending status indicates the order is not finished, while HFC (Hold for Confirmation) indicates the
order is finished but has additional requirements before it can be confirmed. Sales order statuses are
explained in section Sales Orders. There is additional information at the bottom of this screen about
your system, including the mode your PCis in: “Show” or “Road” (see section Order Flow).

When your laptop is in “Show” mode, the Welcome screen displays your orders only.

All show orders are not listed because your local database is utilized for the contents

on the Welcome screen. However, you can see all orders if you navigate to the Find
Orders screen.

2.1 Edit Home

Click Edit Home in the top-right corner of the Welcome screen to launch the Home Page Setup dialog
shown below.

Query Options Grid 1
Customer Breakdown 'Sort Order [Description Explanation
Best Customer b0 Pending & HFC Orders | List =ll orders that are in the Ped
B?St Products 1 Mew Customers List customers added to the sys
Direct Orders
Leads 5
Dated Motes
Web Orders
Grid 2
- Sort Order  Description Explanation
p 0 Orders Last 7 Days Ligt orders that have an order date
Description Grid 3
- s Sort Order  Description Explanation
List total order dollars and order ~ b O To Be Shipped Orders | List any orders that have a future s
count by customer; breaks
down sales by less than 30
dayz old, between 30-60 days <
old; between 60-30 days old
=nA Q-1 A=ve Ald

Close

You can customize the query tables displayed on the Welcome screen by adding or removing query
options. To add a query from the list on the left to a grid on the right, click the query to highlight it, and
then click the right arrow (->) button next to a grid. In the image above, the New Customers query table
has been added to Grid 1.

If a grid contains more than one query, the Sort Order column defines the order in which the queries are
listed next to the grid on the Welcome screen. Within a grid, click the empty space to the left of the sort

order value to highlight a query (which also flags it with a black triangle: g ). When a query is
highlighted, you can remove the query from the grid or change the query’s assigned sort order value. To
remove the query, click the left arrow (<-) button. A sort order value of 0 places the query first in the list,
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a value of 1 places the query second in the list, and so on. To change the Sort Order value, make sure
the query is highlighted, and then type a number and press the Enter key. Click Close to return to the
Welcome screen.

Welcome Miles Davis Edit Home

Pending & HFC Orders (2} | Customer Address City State Zip Create Date Orders Email Address Created

New Customers (1} E Harriet's Treadle Aris | 6390 W 44th Ave| Wheat Ridge CO 80033 10/31/2016 2 Iris Tom

On the Welcome screen shown above, Grid 1 now contains two query tables: Pending & HFC Orders()
and New Customers(). The Pending & HFC Orders() query table has a sort order value of 0, which lists it
first and therefore it displays by default when the Welcome screen launches. The New Customers()
query table has a sort order value of 1, which lists it second. Only one query table can be displayed in a
grid, so you must click New Customers() in order to see the query table.

You can sort query table data by column, as well as change the order of columns. To sort the data by a
column in ascending order, click the column header. Click the column header again to sort in descending
order. To move a column, left-drag a column header to the preferred location.

2.2 Toolbars

In addition to the query tables, there are two toolbars displayed on the Welcome screen.

2.2.1 Main Menu Toolbar
|Fi|e Sales Orders  DataXChange Hepors  Setup Help

The main menu toolbar at the top of the application presents all available workflows.

2.2.2 Main Icons Toolbar

'. E
- == < LL e <« 0
Customers MNew Order Find Orders DataXChange Data Transfer Catslogs Suppliers Upgrade Log Out Bt

-

Several of the same workflows can be launched quickly from the icon toolbar. We will start by exploring
workflows launched from the icon toolbar, and then review other workflow options on the main menu
toolbar as we go. To customize the icons toolbar, click the down arrow on the far right side of the
toolbar and click Add or Remove Buttons.

3 Customers

This section describes how to search for customers, and then outlines the components of a customer
record.

3.1 Customer Search

Click Customers on the main icons toolbar to launch the Customer Search page, as shown below.
Initially, customers that exist in the database are not listed in the Search Results table. Start by defining
search criteria in the Bill To or Ship To sections. Matching results display as you type. The column
labeled BWC refers to Get BWConnected and is explained in the next section.
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When searching for a customer, it is best to use as little search criteria as possible.
The chances of finding the customer are lower as more search criteria is entered. If
you cannot find customers that you know should be in the database, click Sync
Customers to retrieve the latest customer information from the Brandwise database.
Sometimes it helps to search in the Ship To section instead of the Bill To section. If
you still cannot find the customer, try utilizing the advanced search as described
below.

Click the Advanced Search tab in the bottom-left corner.
File Sales Orders  DataXChange Reporis Setup Help

e} & M om0

Data Transfer Catalogs Suppliers Upgrade Log Out Exit ™
Search Results

Shipping # Main Customer Ship To Name Ship Address Ship Address 1 Ship Address 2 City State Zip BWC Active

Sync Customers

D ctomer Comc0 [ Open Customer || New Customer || NewOrder | [ Close |
If Show Shipping Addresses is unchecked, phone numbers are listed instead of shipping addresses, and
search results are limited to Bill To only. You can enter a Customer ID if you know it. The Customer ID is
a customer database ID assigned internally by Brandwise. Check Show Advanced Criteria to add option
buttons next to some of the search fields in the Bill To and Ship To sections. The SW and C option

buttons refine the search criteria so that results start with or contain the criteria entered in the search
fields.

To open a customer record, double-click a customer in the table, or highlight and click Open Customer
at the bottom of the page.

3.2 Customer Record

A series of tabs at the bottom of the customer record store different categories of customer
information. The following sections describe each tab.
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3.2.1 General

File Sales Orders  DataXChange Reports Setup Help

-4 - o an L <« 0

Customers MNew Order Find Orders DataXChange Data Transfer Catalogs Suppliers Upgrade LogOut Bat ™

CDI'I'IDBI'IY Name |Han'iet‘s Treadle Ats | Customer Acct # I [ ‘
Main Billing Informa

Country UNITED STATES | Company Phone 1 |(303) 424-2742

Address 1 6350 W 44th Ave Company Phone 2 |0 -

Address 2 Company Fax IU _

City/State/Zip Wheat Ridge jco  -|leooa3 Email Address  [dbaker003@yahoo.com Gt |
5Scan Business Card | Federal Tax ID |DDDDD? EWC

Back Orders Accepted v

i}

Print Barcode On Sales Order r
Send Sales Order To Main Address r
Send Sales Order To Shipping Address

Default Commission Zip |[Main Address. | ~

Main Address
Shipping Address

Hariet prefers communicating via email

Dated Notes For Customer - Hamiet's Treadle Arts
lote

Email Hamiet about ordering new products 12/5/2016 Iﬂ
1 1

Shipping | Contacts | Credit Card | References | Vendor | Reps | Report Groups | SIC Codes | Order History

\ctionDate
2/30/2016

Copy To Shippi Create New Sales Order
vi1.1.6012.24484 " (F10) 2 Back (F9) | ﬂ Home (F12}|
Wise Brand | System203 U~ Miles Davis R- Miles Davis Show Mode _|Online - Idie HaDT11615 111601224484

The General tab displays the customer’s main billing information. The Customer Acct # field is optional,
and is intended to store the customer’s account number used by your company. If you click Customer
Acct #, the field changes to the customer SSI Number, which is the internal Customer ID automatically
generated in the Brandwise database. A customer cannot be deleted if they are already attached to an
order. However, you can hide the customer from displaying in customer tables and lists by unchecking
Active in the top-right corner. Sales order notes entered in the Note field are strictly internal, meaning
that customers do not see them. Dated Notes are internal customer notes with an action date.

You might consider displaying Dated Notes as a query table on your Welcome screen
as a reminder to contact customers on specific dates.

The options displayed under the main billing address are described below.

e Back Orders Accepted - The customer accepts orders for products that are in stock as well as
out of stock.

e Print Barcode on Sales Order - A UPC code is printed for each product on the sales order. This
option does not print barcodes that can be scanned.

e Send Sales Order to Main Address — Sales order copies are faxed through DataXChange to the
fax number assigned to the main address (see section DataXChange).

e Send Sales Order to Shipping Address — Sales order copies are faxed through DataXChange to
the fax number assigned to the shipping address (see section DataXChange).
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o Default Commission Zip - Assign a customer to a sales rep using territories defined by your
system administrator. The territories are zip code based, so if Shipping Address is selected, then
the zip code associated with the shipping address is used to determine the territory.

You can click Copy To Shipping Address in the bottom-left corner to populate the Shipping tab with the
same address information. The Get BWConnected button registers the customer to your company’s
Reach site (if applicable). The Reach site hosts digital product information, and is a convenient way for
retailers to shop online.

3.2.1.1 Get BWConnected
As shown in the image below, (1) enter an email address and a value with at least six digits in the
required Federal Tax ID field.

Customer Acct # | Active

Company Phone 1 |(303) 424-2742
Company Phone 2 [0 -

Email Address dbakerl03@yahoo.com
Federal Tax ID 000007

£

This retailer is not yet registeredwith Reach.

Click "Next" to register this retailer.

Then, (2) click Get BWConnected, and (3) click Next.
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Add a new Contact to create a login for your Reach account

|David

IEaker

Idbakerﬂﬂﬂ@yahm.cum

|303-838-5224)

As shown above, we are adding a new contact for David Baker. He will receive a confirmation email
once the process is complete. Click Next.

Please Select a Referring Rep

Select the referring rep, which is just the sales rep for this contact, and then click Finish. This launches
the confirmation dialog shown below. Click OK.

A new Reach account has been created for this retailer and user!
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The retailer receives an email with a username and password for the Reach website, and the home
office is automatically prompted to approve the retailer for shopping.

3.2.2 Shipping

The Shipping tab lists the Ship To addresses for a customer selected in the bottom table, as well as
detailed shipping information and vendor shipping codes (if they exist) above the table. Vendor shipping
codes are the customer account numbers in a vendor’s system. If the vendor receives orders
electronically through the Brandwise Stream service, it is beneficial to enter vendor codes because it

automates the process.
File  Sales Orders  DataXChange Reports Setup Help

2 = o (1] s <« 0
Customers MNew Order Find Orders DataXChange Data Transfer Catalogs Suppliers Upgrade LogOut Bat 7
Harriet's Treadle Aris 1002000016

6390 W 44th Ave, Wheat Ridge, CO 80033

Ship To ™ Use As Billing Address Active 7
E | Ship To Name IHa’riet's Treadle Ats Vendor Shipping Codes
D address 1 W 44ih Ave D Vendor Ship Code |
T|Address 2 3| Wisebrand Supplier 1 558423-85

3| Wisebrand Supplier 4 875432

City/State/Zip ~ [Wheat Ridae Jco  [-[[eooas =

Country UNITED STATES =]

Phone (303) 424-2742 Fax  [0-

Resale Number | Shipping #|

Commission Zip IMainMdress

Shipping Addresses For Customer - Hamiet's Treadle Arts
Address 1 Address 2 City State
Art 274 han, arsa ]

Zip Code
a0 4

Shipping # Ship To Name

| Hamiet's Treadle Ats
Hamet'’s Treadle Ars |l

General | Contacts Credit Card References Vendor ‘ Reps ‘ Report Groups ‘ SIC Codes ‘ Order History ‘

Create New Sales Order
v11.1.6012.24454 re (F10) Lal BHCHF!?]| ﬂHome (F12]|
Wise Brand Systern 203 U - Miles Davis R - Miles Davis Show Mode Online - Idle HQDT11615 11.1.6012.24494

As shown above, highlight a shipping address in the bottom table to populate the detailed information
reported above the table. To edit the shipping address, make sure the shipping address is highlighted in
the bottom table and click the green EDIT button. After clicking EDIT, the two buttons change to SAVE
and UNDO. You must save before you leave this screen. To delete all changes made after clicking EDIT,
click UNDO. Click the red DEL button to delete the highlighted shipping address. To enter additional
shipping addresses, click New Address. You can enter as many shipping addresses as necessary.

3.2.3 Contacts

The Contacts tab behaves the same as the Shipping tab. Highlight a contact in the bottom table to
populate the information above the table. If Key and Buyer are both checked, the contact is the default
buyer that appears on an order for the customer. If only Buyer is checked, the contact’s name is
available to select as the buyer when finishing an order. There can only be one Key contact for a
customer.
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File  Sales Orders  DataXChange Reports Setup Help

2 i S 1] b <« 0

Customers MNew Order Find Orders Data¥Change Data Transfer Catalogs Suppliers Upgrade Log Out Bt ™
Harriet's Treadle Aris

Phene |(303) 8385224  Ext
Pager I
Cell Phone [o-

Email Address IdbakerDDS@yahoo.com

or G - Hamiet's Treadle Arts
Phone Ext Cell Phone

dbakerD03@yahoo.com
Haniet @treadlearts.com

General | Shipping Credit Card | References | Vendor | Reps | Report Groups | SIC Codes | Order History

_ vi1.1.5012.24434 E= Nﬁé‘%)m €S «7  Back(F3) | !l Home (F12) |

To enter a new contact, click New Contact. Notice that the EDIT and DEL buttons change to SAVE and
UNDO. Once you have entered the contact’s information, you can check Buyer. This customer already
has a key contact named Harriet, but if we check Key Contact for David Baker and click SAVE, Harriet no
longer has a check for Key Contact. Note that you cannot check Key or Buyer in the contacts table
because those settings can only be defined when you are editing the customer.

3.2.4 Credit Card

The Credit Card tab displays credit card information associated with the customer account.
File  Sales Orders  DataXChange Reports Setup Help

1Y
A - & L] & <«
Customers MNew Order Find Orders DataXChange Data Transfer Catalogs Suppliers Upgrade Log Out Bxit ™

The following payment methods are associated with your account
Mo Credit Card is found.

Card Number

Expiration Date IMomh IYear

[ Acd Credit Carg_||
General | Shipping | Contacts [ | References | Vendor | Reps | Report Groups | SIC Codes | Order History
Create New Sales Order
Vv11.1.6012.24484 " (F10) v Back (F3) | dl Home (F12) |

To add a new credit card, make sure you are connected to the internet, and then click Add Credit Card.
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3.2.4.1 PCl Compliance

The Payment Card Industry Data Security Standard (PCI DSS) is a set of security standards designed to
ensure all companies accepting, processing, storing or transmitting credit card information maintain a
secure environment.

As of Play version 11, all credit card numbers captured are tokenized. Securely entering credit card
information requires access to the internet to obtain a secure token. The only credit card information
available on the PC is the card type and last 4 digits of the card number. The expiration date and the full
card number are confidential. Full credit card information is not available to fax or email from Play
because the data does not reside on the PC.

When you need to select a saved credit card, you can confirm with the customer that it is the correct
card by reporting the last 4 digits of the card number, as well as the card type. If a credit card is expired,
you need to re-enter the card information in order to obtain a secure token.

When the order is finished, the appropriate credit card information is sent to the supplier via the
Brandwise Stream service. This requires that your suppliers utilize Brandwise Stream or StreamlLite to
receive orders electronically. If the supplier does not use Stream or StreamlLite, they do not receive
credit card information.

3.2.5 References
You can use the References tab to store account numbers and bank contact information for a customer.
This information is used simply for viewing and attaching to sales orders if needed for credit validation.

Some vendors might want this information for new customers.
File  Sales Orders  DataXChange Reports Setup Help

-3 - L2 L S €
Customers MNew Order Find Orders DataXChange Data Transfer Catalogs Suppliers Upgrade Log Out Bxit ™

Harriet's Treadle Arts

Credit Sheet Information IFederaITaxID 000007 I I Print Credit Sheet

Bank Information
| Brandwise 9 |} AddNew | pccount Number  [5897-235

Reference
Master

|1234515—?39 Reference | Bank Name | FirstBank
Address 1 |4350 Wadsworh Bivd,
12596 . Bayaud Ave. Address 2 [
Suite 100 City/StateZip ~ |WheatRidee  [CO (80033
Lakewood, CO 80228 Contact IJGFSHT!" Brown
Todd Litzman

Phone 303) 4231400 .....
(877) 435-3225 (303

Fax -

Customer References
Contact Account_Number
¥ Rebecca Johnson 123456~

‘ Report Groups ‘ SIC Codes ‘ Order History ‘

7 Back (F9) | di Home (F12) |

The customer’s bank information is reported under Bank Information to the top-right of the dialog. The
Customer References table at the bottom lists all credit references for the customer. The top-left of the
dialog is used to enter new references for the customer. There must be a Master Reference defined by
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your system administrator. In the example shown above, this customer does their banking with
FirstBank, and Brandwise is a credit reference. We can add multiple references. Click (1) New Reference
as shown above, (2) select a vendor from the Reference menu, and then enter the customer’s account
number in the vendor’s system as well as a contact person. Finally, (3) click SAVE. Note that (4) the new
reference is listed in the Customer References table. To print the customer’s banking information as
well as all credit references, click Print Credit Sheet. An example credit sheet is shown below.

Credit Sheet

Wise Brand

3211 West Hampden Ave.
Sheridan, CO 80110

Wheat Ridge, CO 80033

United States
Phone: 2303-424-2742

Brandwise
12596 W. Bayaud Ave.
Suite 100
Lakewood, CO 80228
Ph: (877) 435-3225 Fax:
Contact: Rebecca Johnson
Acct # 123456-789

Fax:

0 R ORMATIOC
Bill To Fed. Tax ID: 000007 Ship To
Harriet's Treadle Arts
6390 W 44th Ave

3

Phone:

REFERENCES

Fax:

FirstBank
4350 Wadsworth Blvd,

Wheat Ridge, CO 80033

BANK INFORMATION

Ph: (303) 423-1400 ......
Contact: Jeremy Brown

Acct # 5897-235

Fax: (..} cmoes s

When an order is generated, there is an option to send the credit sheet with the sales order (see section

).

The Vendor tab defines specific vendor defaults for individual customers, such as payment terms or
shipping methods. Price Lists refer to customer-specific pricing and are defined by your system




administrator.
File Sales Orders  DataXChange Reports Setup Help
2 & - S m o L < O

Customers Mew Order Find Orders DataXChange Data Transfer Catalogs Suppliers Upgrade LogOut Bat ™
Harriet's Treadle Arts

[~ Vendor Defaults for Wisebrand Supplier 3_Pricelist

Assigned Price Lists

Edit | Undo |

Vendor Defaults For C - Hamiet's Treadle Atts |
Acct Number Discount % Shipping Method

Contacts Credit Card References Reps | Report Groups | SIC Codes | Order Histony

v11.1.6012.24454 Ca N?Fﬁgm s x> Back (F3) | i Home (F12) |

New Vendor (F4)

To enter vendor defaults for a new vendor, (1) click New Vendor. Then, (2) select a vendor from the
Vendor menu, as shown above. Next, define the remaining vendor defaults as shown in step (1) below.
File Sales Orders  DataXChange Reports Setup Help

2 @# & & e m g o} < O

Customers New Order Find Orders DataXChange Data Transfer Catalogs Suppliers Upgrade LogOut Exit ™
Harriet's Treadle Arts

r Defaults for Wisebrand Supplier 3_Pricelist
| Wisebrand Supplier 3_PriceList v |

[et20 | o
|

Assigned Price Lists

Fricinlle] Edit | Undo |

Vendor Defaults For Customer - Hamiet's Treadle Arts |

Tems Acct Number Discount % Shipping Method
Wisebrand Supplier 3_PriceList ™ Net 30 Best Way

General | Shipping | Contacts | Credit Card | References Reps Report Groups | SIC Codes | ‘I’l

w11.1.6012.24454 = N'(?%)‘m L 7 Back (F3) | g Home (F12) |

The following list describes each default option.

e Payment Terms automatically populate on a new sales order but can be changed when
generating the order.

® Account Number is the customer’s account number in the vendor system, but is not a required
field.
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e Discount % automatically applies a discount when the customer writes an order for this vendor.
The percentage is determined by the vendor.
Shipping Method
Pricing Customer ID
Use Best Pricing determines the best price available for a product that is assigned to multiple
price lists, and uses the lowest price in a new sales order.
Next, (2) click SAVE.

As shown below, (1) highlight the newly added vendor defaults in the Vendor Defaults For Customer
table, and then (2) click the green EDIT button.

File Sales Orders  DataXChange Reports Setup Help
2 A - o M o m Y <« 0

Customers MNew Order Find Orders DataXChange Data Transfer Catalogs Suppliers Upgrade Log Out Bt 7
Harriet's Treadle Arts

ults for Wisebrand Supplier 3_PriceList

| wisebrand Supplier 3_PriceList _~ | Assigned Price Lists
ment Terms I Net 30 LI
unt Number I
iscount % I‘ID
Shipping Method | Best Way =
Pricing Customer IDI—
Use Best Pricing [V
Vendor Defaults For C - Hariet's Treadle Arts |
Vendor Tems Acct Number Discount % Shipping Method

Wisebrand Supplier 3_Pricelist ¥ Net 30

General | Shipping | Contacts | Credit Card | References Vendaor | Reps | Report Groups | SIC Codes | Order History |

et | v e o o] vomeira

Then, (3) click Edit under the Assigned Price Lists field. This launches a dialog that allows us to assign
price lists for the highlighted vendor.

oS Price Lists -

nr Nafinad P
T'est Price List

As shown above, (1) highlight a price list in the Vendor Defined Price Lists field on the left, and then (2)
click the right arrow button (>) to move the price list to the Assigned Price Lists field. You can assign
multiple price lists. Two columns appear next to the price list name in the Assigned Price Lists field. The
first is the unit price override, and the second is the discount percentage off the unit price. Double-click
an amount to change it. Click (3) Close to return to the Vendor tab.
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3.2.7 Reps

The Reps tab displays information about divisions and territories assigned to sales reps for the

customer.
File Sales Orders  DataXChange Reports Setup Help
2 - o m L <O

Hardcode Assignments ]

* Denotes hard coded rep| B - Denctes Commission Zip from Main Address

Customers MNew Order Find Orders DataXChange Data Transfer Catslogs Suppliers Upgrade Log Out Exit

Harriet's Treadle Arts

'S - Denotes Commission Zip from Shipping Address |

Division Temitory
Colorado - Wholesale Colorado-Wholesale-Miles
Colorado - Wholesale Colorado-Wholesale-Miles

Zip

80033
80033

vi1.1.6012.24434

Create New Sales Order

(F10)

General ‘ Shipping ‘ Contacts ‘ Credit Card ‘ References ‘ Vendor I Reps IReport Groups ‘ SIC Codes ‘ Order History ‘

g) Back(F9]| ﬂHome (F12]|

As shown above, the first tab on this page is Sales Reps. Click View by Rep to select View by Vendor
instead. Click the plus (+) button to the left of a rep’s name to see their assigned divisions, territories,
and zip codes. These assignments are defined by your system administrator. If a vendor has a B next to
the vendor name in the bottom table, the rep assigned to the main address zip code receives
commission on an order. If a vendor has an S next to the vendor name in the bottom table, the rep
assigned to the shipping address zip code receives commission on an order. An asterisk (*) next to the
rep name indicates the rep has been assigned to a specific account, regardless of their territory or

division assignments.

The Hardcode Assignments tab on this page is solely used by your system administrator.

3.2.8 Report Groups

The Report Groups tab displays information about existing Customer Report Groups. For example, you
might have a Leads report group for potential customers, or a Halloween group for customers that only

buy Halloween products.
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File Sales Orders  DataXChange Reports Setup Help

L
- - & LL] Xt <
Customers Mew Order Find Orders DataXChange Data Transfer Catalogs Suppliers Upgrade LogOut Bt 7

Harriet's Treadle Arts

Remove From Group On . . .
First Confirmed Sales Limit To This Vendor Create Date/Time

v | 11/7/2016 2:47:25 FM
v | 11/16/2016 2:05:35 PM

Customer Report Group

LEADS
halloween

General Shipping SIC Codes | Order History |

[ ]
Create New Sales Order

v11.1.6012.24454 (F10) 7 Back (F!nl U Home (F12)

Report groups are created by your system administrator. You can assign a customer to one or multiple
report groups. If there is a checkmark in the Remove From Group On First Confirmed Sales column, the
customer is removed from that group when the customer confirms their first sales order. If limiting to a
vendor, the customer is only removed from that group when the customer confirms a sales order for the
selected vendor.

You can run reports against Report Groups by using the Select Customers By Customer Group tab in the
Customer Labels tool (see section Customer Lists and Labels).

3.2.9 SIC Codes

The SIC Codes tab displays any SIC codes assigned to the customer by your system administrator. The
Standard Industrial Classification is a system used by government agencies to classify industries by a
four-digit code. This information is for viewing only, and it is also outdated, so it should not be
leveraged.
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3.2.10 Order History

The Order History tab displays the vendor sales history for a customer.
File Sales Orders  DataXChange Reports Setup Help

LY
- & - & L] ] | e <
Customers Mew Order Find Orders DataXChange Data Transfer Cataslogs Suppliers Upgrade Log Out Bxit ™

& Wisebrand Supplier 4 1 11/30/2016 ] $0.00
Wisebrand Supplier 1 1 £3500| 121/2016 [1] £0.00
Reach Demo2 1 $15.00| 11/30/2016 0 £0.00
Reach Demo_1 3 $60.00| 12/1/2016 1] £0.00
. Sales History Limited To 11.1.5582. 15819 0 ltem(s) Selected
@ One (1) Year " Two (2) Years " Ne Limit ‘ Only Sales History for Active Vendors and Active Products are displayed
General | Shipping | Contacts | Credit Card | References | Vendor | Reps | Report Groups | SIC Codes |
Create New Sales Order
Vv11.1.6012.24484 " (F10) v Back (F9) | i Home (F12) |

Sales history is only displayed for active vendors and active products. Click the plus (+) button to the left
of a vendor name to view all items ordered from that vendor. Click Print Vendors to print a list of
vendors displayed in the table. Currently, you can’t print directly, but you can save as a PDF and then
print. Note the option to apply a limit to the sales order history of one year, two years, or no limit.

Click Back to return to the Customer Search page, or Home to return to the Welcome screen.

4 Sales Orders

This section describes how orders are generated and transmitted to the Brandwise cloud, and then
outlines the process of generating new sales orders.

4.1 Sales Order Status

Before we explore the sales order flow, it is important to understand the status of a sales order.

HFC v
A crding

HFC
A Confirmed

A (Cmncelled

A Closed

The six status types are defined in the table below.

‘ Order Status ‘ Definition

20 Play PC_V11_ 20170202



Pending The order is not finished and is not submitted

anywhere

HFC (Hold for Confirmation) The order is finished but requires approval

before it can be confirmed and submitted to the
vendor

Confirmed The order is finished and submitted to the

vendor

Cancelled The order is no longer wanted, but you can

reopen it if necessary

Deleted The order is essentially cancelled. It is also hidden

in the database, but you can find and reopen it if
necessary

Closed The order has been sent to the vendor and is fully

invoiced

For example, you might have an order with an HFC status if you generate the order but are not yet ready
to submit it to the supplier. The order still transmits to the Brandwise cloud, but is not sent to the
supplier until the order is Confirmed. Pending orders can only be viewed and edited from the device the
order was generated on. HFC and Confirmed orders can be viewed and edited from any device if it has
internet access and the user has permission to view the order. Note that a confirmed order cannot be
viewed or edited if the order is in the process of being transmitted to the vendor. Any changes made
after the order is sent to the vendor must be communicated to the vendor outside of Brandwise.

4.2 Order Flow

The system administrator for your agency can set your PC to “Road” or “Show” mode. In both modes,
sales orders can be generated or edited and are automatically transferred to the Brandwise cloud.
However, the way orders are stored and accessed in the Brandwise cloud by other users is different. In
general, think of show mode as access to a public “playground” where all sales reps and agency
personnel can “play” with all sales orders. Conversely, road mode provides sales reps access to their
personal playground where only they can “play” with orders they have generated. The orders still
transmit to the cloud, but sales reps can only access orders from their local database.

4.2.1 Show Mode

When a PCis in show mode, it is utilizing your local database, but you can still see other sales rep’s show
orders in the cloud if you have been given the appropriate permissions by your system administrator. As
long as the PC has an internet connection, the order is automatically transmitted to the Brandwise cloud
upon exiting the order. If you generate orders on your PC without internet access, you need to connect
to the internet and run a Data Transfer (see section Send Orders Only) or open and exit the order to
transmit it to the Brandwise cloud. Additionally, you can only access orders generated on your PC if
there is no internet access. Your home office manages orders in the cloud and sends them to the
vendor. Unlike Road mode where only your customers are visible, all customers are visible to sales reps




in show mode.

AllPC'sin Show Mode with Internet Connection

Brandwise Cloud

Data Transler MOT necessary

to see other sales rep's show
orders for the current show

Bt drdar: m

Pending

;! s
Cther Sales Rep PO

& Shoawream Server

4.2.2 Road Mode

Home Office

When a PCis in road mode, sales orders are generated at a location other than a show and you are
limited to your customers only. All orders are automatically transmitted to the Brandwise cloud upon
closing the orders as long as you have an internet connection. Otherwise, you are able to transmit them
to the cloud by running a Data Transfer (see section Send Orders Only) once you have an internet
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connection. No other sales reps can view the order.

AllPC’sin Road Mode with Internet Connection

Brandwise Cloud

Cannot see ot = sales rep's

Home Office

Exit Qirar: )
Pending s

Local Datahasa ocal Databasa

4.3 New Sales Orders

Click New Order on the main icons toolbar to launch the Customer Search page. To start a new sales
order, you must search for a customer. Then, double-click the customer in the search results table, or
highlight a customer and click New Order at the bottom of the page.

4.3.1 Ship Date
As long as your system administrator gave you permission to specify ship dates for orders, the Ship Date
Manager launches as shown below. Otherwise, you bypass the manager and the default ship date is
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today's date.

Click on a date on the calendar below to add it to this order Ship Dates On Order
Dec 21, 2016 Remave N Dec 22, 2016 Remove N
December 2016 4
Su Mo Tu We Th Fr Sa
" "

15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31
1 2 3 4 5 6 7

Pick at least one ship date by clicking a calendar day. Click additional days to add more ship dates. Click
Next to proceed with order entry.

4.3.2 The Menu Bar

2. Select tems Reports

Q n o)

frem Ei'n:r_'; Catslogs Find Product Order History T ‘Whiteboard

The icons at the top of the Sales Order dialog guide you sequentially through the steps of generating a
sales order.

4.3.3 Order Header

2. Select ltems 3. Finisl Reports
2 n 0o e | ] =)
Orders Ieem Ermry Camalogs Find Product  Order History i Reports Whitebasrd 0 N
L Save/Close

Orders — I O Order Header| Lineltems  Adv. Line ltems
Master Order m Order Not Finished (Pending) [ Retsier view Online PONumber [ ] OrderName [ ]
Oitems ("
Lspc $0.00) (= Bill To ‘ Multi Shio To
5
LU LULAL LYY (2 |Name  Hamiers Treadle ats Name Harriets Treadle Aris i
r View Opticns | Address 1 330w 44th Ave Address 1 6390 W 4dth Ave
8 | Address 2 Address 2
\ 3 | city \wheat Ridge State CO Zip 30033 City \wWheat Ridge State cQ Zip 80033
AL Country  United States Phone (303)424-2742  Fax Country  United States Phone (303)424-2742 __ Fax
Sort (e EditSeq $Amt Email dbaker003@yahoo.com Fed Tax ID 000007 Resale #
= oL Buyer Harriet Tuffet Email Hamiet@treadlearts com I l
\
; Order Date I:l Ship Via Promotions Mew Customer 7] Manually Process
S Cancel Date Sales Location | We
Sales Order Settings © ‘Acospts Back Orders Order Source | Email v
[] pisable Qty Pricing
| Ignore Availability Date O Order Number [203-0 1| Order Type Road Order Taker | Miles Davis v
=
- S Create Date 121572016 114627 &M 2 @us Sales Rep
5 Territory Comm Rep
. Commission Zip [ 1| Original Rep
& Order Total $0.00

Click the calendar icon at the top of the panel to change or add ship dates. Click the truck icon to change



or add shipping addresses. The trash icon deletes all products in the sales order as long as the order still
has a status of pending.

4.3.3.1 View Options and Sales Order Settings
Sort the orders in the left panel by clicking View Options in the Orders panel, as shown above. Sort the
orders by sequence, dollar amount, shipping address, or shipping date.

Click the gear icon in the bottom-left corner of the panel to Disable QTY Pricing or Ignore Availability
Date, as shown above. The first option ignores any quantity price breaks that have been defined by your
system administrator, while the second option ignores whether or not the product is available for
purchase.

4.3.3.2 Order Status

The status of an order (see Sales Order Status) is reported at the top of the order header, above the Bill
To section. Once the order is confirmed and exited, it is submitted to the vendor electronically if they
receive electronic orders through the Brandwise Stream service. If the vendor does not receive orders
through Stream, you can email or fax the order using the DataXChange utility (see section

DataXChange).

The PO Number and Order Name fields can be populated before or after a sales order is submitted.
When Retailer View Online is checked, the sales order is sent to the Brandwise Reach platform for the

retailer to view.

4.3.3.3 BillTo
= &
2|8 wt
=
Lfi Mame Harriet's Treadle Arts
£ | Address 1 £330 W 44th Ave
E' Address 2
E' City WWheat Ridge State CO Zip 80033
Country  United States Phone (303) 424-2742 Fax
Email Fed Tax ID
Buyer Hamiet Tuffet Email Hamet&@treadlearts.com
L A

In the image above, the pencil and people icons essentially perform the same function. The pencil icon
allows you to make changes in the Bill To section. Then, click the disk icon that appears next to the
pencil icon to save changes. It is important to know that any changes made are permanently saved to
the customer record. The people icon opens the entire customer record so that you can make more
extensive permanent changes. In other words, neither icon allows you to edit the billing address for this
order only. To change the customer for the order, click the refresh icon and find the customer on the
launched Customer Search page. If the customer is changed, the billing and shipping information is
automatically updated. If a buyer is designated as the key buyer associated with the customer record,
their name populates next to Buyer by default. If a customer record contains more than one buyer, click
Buyer to select from a list of buyers.




4.3.3.4 ShipTo

+ Ship To Mutti Ship To
Mame Hamiet's Treadle Ars "
Address 1 6390 W 44th Ave

Address 2

City Wheat Ridge State CO Zip 80033
Country  United States Phone (303) 424-2742 Fax

Resale #
. .

The editing options in the Ship To section function exactly the same as the Bill To section. Any changes
made in this section are permanently saved to the customer record. Click the plus (+) icon to change or
add a shipping address. To enter multiple shipping addresses for the order, click Multi Ship To.

4.3.3.5 Terms/Note

73“' Order Date |:| Ship Via Promotions New Customer 7] Manually Process
.% Ship Date e Terms Programs [ Credit Sheet Req'd
i ‘wWeb w
g Cancel Date Sales Location | Wel .
° Accepts Back Orders Order Source | Email v

Depending on the permissions set by your system administrator, the Ship Date menu lists either today’s
date or the shipping dates selected upon order creation. Click Ship Date to specify a new ship date. You

can enter a Cancel Date to indicate the day the order should be cancelled if the order does not ship by a
certain date. For example, you could enter a Cancel Date that is five days past the Ship Date to indicate

that the order should be cancelled if it is not shipped within five days after the selected Ship Date.

The Ship Via menu lists the various shipping methods available, and the Terms menu lists the various
payment terms available. These fields can only be defined after the order status is HFC or Confirmed.

There are two drop-down menus for Promotions and Programs. If vendor promotions or programs are
offered for the products on the order, options are listed in the drop-down menus. The options are
defined by your system administrator. The promotion drop-down menu displays options if you have met
the criteria for that promotion. The Sales Location reflects where the sale was made, while the Order
Source refers to the way the sales rep and customer initially communicated. For example, the sales
location could be Road with an order source of Email. The options listed in these menus are defined by
your system administrator.

Flag the order as belonging to a new customer by checking New Customer. This is useful because you
can view the New Customer query table on the Welcome screen, and reports can be generated against
new customers.



the vendor in DataXChange so that the order can be seen by the home office. See section DataXChange
for further details

Check Credit Sheet Req’d if the customer has credit references that should be attached to the sales
order.

4.3.3.6 Admin

QOrder Number  [203-0 || Order Type Road Order Taker | Miles Davis v
%1‘ Create Date (1211472016 6:03:47 PM Rep Group Sales Rep
3 Territory Comm Rep
Commission Zip | || Original Rep

The Admin section is used by your system administrator. Once an order status is HFC or Confirmed, the
Admin section automatically defaults to the system settings defined by your system administrator. Click
Order Number to change the field to Order ID. The order number and order ID are automatically
generated by Play. The next five sections describe different ways to add products to an order.

4.3.4 Line Iltems
To enter products for the sales order, click Item Entry on the menu bar, or click Line Items.

—— 2. Select ltems —————— 3. Finish — Reports

(]
‘Whiteboard Suppiers Export Order

Orders Q H Q Order Header  Line Items  Adv. Line ltems

[Ma“e' Order lﬁT Add Item Fo Product Number E Name uoM Qty Price Disc  Net Price Total
Oitems Supplier |Wisebrand Supplier 1| K
Lo $0.00) [ o= i 4 |
Ship Date [Dec 15. 2016 /) Froduct Number Name Frice Min Mut  Avaiiable [
LALLM LLeeLLLLst Ship To [6350 w 42th Ave |- | 011077 Aria Natural Stone Chain Fall. 87466201 $404 48 a8 How -~
View Options L 011138 Addison Necklace - Hon. 87466200113 5340 5 3 Naw
011185 ‘Addisen Necklace - Torlaise. 57466200 5340 5 3 Naw

011202 Coral Necklace. 812956021202 5340 % 12 Now

011503 ‘Aurora Necklace. 874662001503 5374 F 12 Now
011510 Riley Nechlace Assortment. 874662001 5213 4 % Now

011527 Newport Bangle Assarimsnt 87466200 5255 24 12 Mow  Total Shipping Address

01-1534 Reef Bangle Assortment, 87466200153 5298 2% 12 Now

Supplier Product Number

01-1776 Awalon Beaded Necklace 8129560217, $3.40 24 12 Now
01-1783 Lanat 812956021783 $2.55 24 12 MNow
01-1929 Bamboao Stretch Enamel Bracelet 8123 $2.55 24 12 MNow
01-2186 Aria Spring Bracelst 812956022186 $2.55 48 24 Now
_ 012216 Trame Bracelet. 12956022216 191 4 2% Naw
‘_e_‘ Load all Products for "Wiscbrand Supplier 1 012223 Enamel Chain Necklace. 81295602222, 5255 4 2% New
b4 012513 Maya Bracelet Assortment 1.81285602 5489 2% 12 Now
01-2520 Maya Bracelet Assortment 2..81295602 $4.89 24 12 Now
2 013428 Zara Tassel Necklace. 812956023428 361 2 1 Naw
01-3435 Giselle..812956023435 425 36 18 Now
e o 013442 Julietie, 812956023442 4.25 £ 18 Now
01-3459 Zoey Tassel Bracelet. 812956023459 2.00 36 18 MNow
01-3503 Muranc Bracelet. 812956023503 $2.55 48 24 MNow
01-3510 Prism Mecklacs. 812956023510 $6.16 [ 4 MNow
014128 necklace for optional dangles $357 4 2 New
01-4395 crystal tible necklace $4.89 4 2 Now
014524 Confetti Bracelet. 12356024524 5332 2% 12 New
014531 Confetti Earrings. 212556024531 5234 2% 12 Now
014548 Confetti BraceletEarring Set 81223560, §112.00 1 1 New
01-4562 texas tassel necklace 5361 4 Now
01-4579 texas tassel eamings $2.34 4 2 New
01-4609 ‘accessory jewelry - naturl $357 4 2 Now
~ 014616 accessory jewelry - turguoise $357 4 2 Mow
B

Order Total  $0.00
This page is primarily for quick entry of items when product SKUs are known, as well as when scanning
product barcodes. It is a good idea to (1) limit results by Supplier in the Add Item For section if you are
entering SKUs manually. Otherwise, you are (2) prompted to load products for all suppliers. However, if
you are scanning products, especially in a showroom, you probably do not want to limit to a supplier. If
catalogs exist for the supplier selected, they are listed in the Catalog menu. The shipping addresses
associated with the customer account are listed in the Ship To menu.

434.1 Product Number
Once products are loaded for the supplier, add items to the order by (3) selecting or typing a product
number in the Product Number menu. When a product is selected, the remaining fields populate, the
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product is listed in the Line Items table, and the cursor defaults to the Qty field. If the minimum quantity
is used for a product, you can simply press Enter to return to the Product Number menu, preventing the
need to click different fields. Otherwise, enter a quantity. If your system administrator has given you
permission, click the UOM, Qty, Price, or Disc fields to make changes. The field labeled UOM stands for
Unit Of Measurement, such as pieces or cases of a product. The Qty field defaults to the required
minimum, but you can click it to select a multiple of the minimum. If an item is eligible for a discount,
enter the discount in the Disc field.

To search using other options, click Product Number as shown below.

2. Sclect ftems Reports

m o c|[i|[e o = H

Catalogs Find Droduct  Order History Reports. Whitzboard Supphers Export Order

Save/Close

Orders g H O Order Header  Line Items  Adv. Line ltems

[MasterOrder m

Add ftem For: Froduct Nyqber Product Name uom ay Pice  Die  NetFrice Tosl
Dnams Supplier [Wisebrand Supplier 1] I =
e $0.00 [tobrond Sk ] o [
Ship Date [Dec 15, 2016 -] Stip Dot | Note
!

Ship To \sasn W 44th Ave Wit = | _ -,

|- Starts with Contains Endswith Exact Match

LLELULLLELLLLLn
() View Options

Ship To ‘

Product Number

0 ltems 0 Pieces

Name Met Price Total Shipping Address

Product Number Product Name

Supplier

Description

551 Barcode

URC Number

Then, click a checkmark on the preferred option. In the image below, (1) the checkmark next to Name
and under Contains is clicked, and (2) the search criteria is typed in the Product Name menu.

2. Select ltems 3. Finish Reports
& P
[ ] jo) C 4 e O 3
Catalogs Find Product  Order History Submit Reports Whitsboard Supphiers Export Order

Orders @ B © Order Header  Line Items  Adv. Line ltems
[Masw" Order m Add Item For: Product Name Product Name UOM Qty Price Disc  Net Price Total
gww $0 00 Supplier Wisebrand Supplier 1= | . ﬂabw A | |-|
pes a
Ship Date {Dec 15,2016 H @ Hame ‘d | Product Number Price Min Mult  Available
IERSAREARSRASRERS Ship To (6330 W 44th Ave Wi - Abstract Glass WWall Art 812956021367 05-1967 $16.15 4 2 Now
() View Osions J| Bluminam sl Abstrct Assoriment { 042957 52.76 48 Pl Now
Line ltems 0 ltems 0 Pieces
Supplier Product Number Product Name Ship Date uam Qiy Price  DiscS Net Price Total Shipping Address
Pl

Starts with Contains Ends with Exact Match

Product Number

Name

Description

S5l Barcode

UPC Number

Order Total $0.00

If a supplier is not selected in the Add Item For section, the search options are limited. As shown below,
the only search options available are Product Number, SSI Barcode, and UPC Number.



Starts with Ceontains Ends with  Exact Match

Product N -
rocuct HmeeEr Select a Supplier

in the dropdown

Mame

above to search
Descriotion via these options
55l Barcode
UPC Mumber

As shown in the example below, the Orders panel contains products from two different suppliers:
Wisebrand Supplier 1 and Wisebrand Supplier 4.

2. Select ltems Reports

Find Product

Order Header  Line Items  Adv. Line ltems
Master Order lﬁ Add Item For: Product Number Product Name uoMm Qty Price Disc Nt Price Tetal
. $78.20 Supplier isebrand Supplier 4 - | IL"HZEZ - |“38““ TAKE ALONG ""BUTTERFLY"* BABY PILLOW/BLA 6 $670| s0.00 s$40.20 $40.20
\ Bpcs ‘=) "
Ship Date [Dec 15, 2016 Il Ship Date |Dec 15, 2016 H Note
[RERR SRR AR EAY Ship To |539m~.f44m¢we Wi -|
(<) View Ogtions Ship To |6380 W 44th Ave Wheat R vj

Wisebrand Supplier 1 m Line ltems

12/16/2016

Product Number ~ Product Name Ship Date LoM

Supplier

6390 W 44th Ave
Whe: CO 30033

Wisebrand Supplier 4 [-11282

Vafisebrand Supplier 1 05-1967

"38™ TAKE ALONG ™BUTTERFLY™ BABY PILLOW/B

Abstract Glass Wall Art. 812956021967

Order
Splits

Wisebrand Supplier 4 m

Qty
6

2

Price

$6.70

$19.00

Disc$

$0.00

$0.00

Net Price

$4020

$38.00

2 ltems

Total Shipping Address

8 Pieces

$4020 6390 W 44th Ave ¥

$32.00 | 6390 W 44th Ave ¥

Orde $78.20

The Master Order reports the total number of products in the order and the summary order total.
Beneath that, the order is split by supplier and ship date. Orders are also split if there are different

billing or shipping addresses defined in the order.

To delete a product from the Line Items table, highlight the product, and then click the (X) icon located
next to the Product Number menu. If you add a product with options, you are prompted to add that
item using the Adv. Line Items page, discussed below. The term “options” refers to additional product

features, such as colors and sizes.

4.3.5 Advanced Line Items

Click Adv. Line Items at the top of the page. You may or may not see the option depending on the

permissions defined by your system administrator.

4.35.1 Add Products with Options

Similar to the Line Items page, there is a section for Item Entry where products can be limited to a
supplier and catalog. The examples below demonstrate adding items that have options from the

Apparel Tip Toey supplier.



2. Select tems 3. Finish Reports

I m o ¢ L - I
Ttem Entry Catalogs Find Product  Orrder History Submit s Whitebaard Suppliers ~
Save/Close
Orders & B Q Order Header  Line Items | Adv. Line Items View Promotions (1< /(< ) 2/2 (> (>
[MasterOrder m w_ .
5 Supplier  |Apparel Tip Toey - S . o —
ns - v with ontans Nas wr 3 atct
La ;:ﬂ $0.OOJ Sl Catalog  [All Catelogs - N
By Multi SKU Product Number
ATTTTERTOERRTTy || = SENIVTET !
+ View Options Nisnber | . Name
Exact Match _—
Description
Click Here To Add More Items
SSI Barcode
UPC Number
A 1 m »
o

As shown above, click Product Number to select different search options. The Multi SKU button is
discussed in the next section. To select and highlight the product number for an item, click the product
number or click the arrow buttons in the top-right corner to cycle through all items. The sales order total
is $0.00 because you must enter quantities for the product options to add them to the order.

2. Select ltems

Q n fo) c b
Ttem Entry Cstalogs Find Product  Order History 3 s Whiteboard Suppiers
Orders E H Q Order Header  Lineltems  Adv. Line Items View Promotions (1< /(<) 1/2 (> ) >l
[MasterOrder m -
—— Supplier  |Apparel Tip Toey |
= (n - = Product Number Mame Price Available
; $275.00 TTJ-I-BNY- |All Catalogs | ) TTIFBNY-1 BEANY ROSE SMOKE/ ROSE MULTI $35.00 How
E Multi SKU TTJ-HBHY-2 BEANY MIDNIGHT COBBLE/ GRAPHT . $25.00 How:
LLtLdRtLdteeteis it TTJ--DOL-1 DOLLY COPPER COBBLE b 52050 Now

~ View Options Eﬁ;’g ‘ja TT.--D0L-2 DOLLY PINK SHADOW $20.50 Hlow
— = iea VI Tyt Tt PETva n
Starts with |

Click Here To Add More Items

ltem Jan 02,2017

BNY-2 $25.00 0To3 3Tof|6Ted 8Tel 12To 15To 18T 21To Tatml
BEANY MIDNIGHT COBBLE/ Page 7 Frice $25.00 ° o 2 ° o ° U ARG T ‘
GRAPHITE i 2 5 fClear

) Qelote kem Jfin: 1 Disc$ | $000 |Copy Paste  hemMotws
i ! Mul: 1 ﬁ Dise 2 Paste .
= ¥ isc. %
z ¥ Buyer Notes k 0
Net $25.00 | I
Colors Choose Sizes Pricing  QOH Ext $125.00
TTJ--BNY-1 52500 . 0703 |3T06| 6 T8 8To1 12T 15To [18T8] 21To Tatal
BEANY ROSE SMOKE! ROSE Page 7 Frice $25.00 2 2 © @ ° 2 g 210y To
! ary 4 2 6 Clear
MULTI Dise &
Deee o Wi 1 - DI- $000 |Copy Pose  hembNoses
] isc. %
Buyer Notes - 0
Net  $25.00
Colors Choose Sizes Pricing 0OH Ext $15000

- 4 m »

i

Order Total §275.00

As shown above, (1) click the menu next to Product Number to type a SKU or select a product from the

list. Once (2) quantities are added for the product, the (3) Master Order reports there are 2 items and
11 pieces in the order. In this case, the items are two styles of shoe (two different product numbers),
and the pieces are the various shoe options (shoe sizes and quantities). The shoe style with a product
number of TTJ-I-BNY-2 in the example above has three pairs of shoes size 6-9, and two pairs of shoes
size 9-11. Click Clear to remove all values entered in the QTY table. To view a larger image of an item,



click the magnifying glass next to the thumbnail image. To remove an item from the order completely,
click Delete Item.

As shown below, click Colors, Pricing, and QOH to see color options, as well as product pricing and QOH
(quantity on hand) if that information has been defined by your system administrator. Click Add to add
the product to the order, or Sub to replace the current product on the order with the selected product.

2. Select tems ——8 —— 3. Finish —

A n

Reports
Item Entry Catalogs Find Product  Order History ‘

b [
Submit ‘ Reports Whiteboard Suppliers E’

Save/Close

Orders

E H o Order Header  Lineltems  Adv. Line Items View Promotions (1< /(<) 1/2 (> (>l
[Master Order m] -
Supplier  |Apparel Tip Toey -
2items =
L: o $275 .OOJ Catalog Al Catelogs =)
TITTTIITOIITEITN ‘
 View Options MNumber ‘ -
B ———— Exact Match J
Apparel Tip Toey m Click Here To Add More Items
T e
TTHHBNY-2 $25.00 0To2 2To€ 6To¢ 9701 12Te 15To 18To 21To Totl .
BEANY MIDNIGHT COBBLE/ Page 7 [Tce §25.00 @ * o) 2 ° ° |21 To | Tod R
GRAPHITE = ) ary 3 2 5 Clear
Delete hem  Min: 1 E X = Notes
= M T ey frze Zame o bl
e -] isc. % |
g Euyer Notes 0 E
Net 52500
Colors | Choose Sizes | Pricna| | Q0H B $125.00

o] s e
e Quantity On Hand
¥ 0To2 3To€ 6Tod 9Tol 12Te 15Te 18To 21Te

QrYy

MIDNIGHT  ROSE SMOKE/
COBBLEf  ROSE MULTI
GRAPHITE

Order Total $275.00

If you want to clear selections made in the Item Entry section, such as the Supplier, click Click Here to
Add More Items.

As shown below, click Copy to copy the quantity values from one product to another. Apply the quantity
values to the other product by clicking Paste in that product’s quantity table. Click Item Notes to launch
a dialog that presents text fields for each selected size option.




1. Start —
Orders ‘ Trem Ertry

Orders

2. Select fems —— ———

Find Product  Orde

Q H G Order Header  Lineltems  Adv. Line Items View Promotions (1< (< 1/1( > [ >|
- N
Master Order m )
Supplier  [Apparel Tip Toey =) ==
2items ] 0To3 3Tob 6Ta9 9To12 12T 15 157018 WBTa2l NTo24
e $275.00) e
=l Product Y
(NSASSRRRRARNRRENIN 5 [ = % N
v View Options Exact Match - J
. Click Here To Add More Items Close.
Apparel Tip Toey

Item

ASAP
H-BNY-2 $25.00 . 0To3 3To€ 6Tod 9To1 12To 15To 18Te 21To Total

BEANY MIDNIGHT COBBLE! Page: 7 525.00
GRAPHITE — eI 2 5| Clear

Delete hem Min: 1 EB $0.000 ooy B

Wi 1 ies
i Disc % o
Buyer Notes
Net 5$25.00

Click on = Ship Date to select size run for that Ship Date

.

MIDNIGHT ROSE SMOKE/

10T0313To616To 99 To 1842 To 145 To 148 To 281 To 2

............ L | e | By | R

P10 t0 10 ‘D 1D 10 10 0D

COBBLE/
GRAPHITE

ROSE MULTI

If there are specific quantities you regularly order for this customer, you can save the quantities by
clicking Choose Sizes, and then click Add New Size Run. The purpose of adding a new size run is to save

specific quantities for later use, so you can think of them as templates. Enter values in the quantity fields
and provide a name for the size run, as shown below.

Add Mew Size Run

10To2:3To6:6To 28 To 1212 To 145 To 148 To 231 To 2

R EEEEEEEE s SRS s S gE SR SRR SR SR E SRS AR S EEREEEEREEEEREEEE=

‘0 40 8 ph 0 0 0

=

Mame

Common

Then, click Save.
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As shown below, (1) the new size run displays in the bottom table. It can be applied to a selected item
by (2) clicking Apply.

2. Select ltemg ——————————— 3.

Orders. 3 Find Product Order History Reports Whiteboard

Save/Close

Orders & B © Order Header  LineItems  Adv. Line Items View Promotions (1< )( < ) 1/2 (> )(>]

[Master Order m]

Supplier |_-’-‘«ppa|el Tip Tosy -

o $700.00)| Eflcsecs [acusess |-
LLLLULLLLLLLLLEY [ Mt sk |

. Product - .
~ View Options Humber | -
Exact Match J

Click Here To Add More Items

ltem Jan 02, 2017
--BNY-2 525000 . 0To3 3To6 6Te8 9Tol 12To 15Te 18To 21To Towl
BEANY MIDNIGHT COBELE/ Page- 7 ITCE 43500 0 el e LIRLALTRLALYELAL ALy
GRAPHITE Fng ary 4 10 8 22 Clear
Delete hem Min: 1 EE $0.00 v Past Notes
e Mult 1 5 ﬂ e o Copy Paste ltem MNote:
T 4 IeC. & :
Iy Buyer Notes o E
et 525.00
Colors Choose Sizes Pricng  QOH Ext $550 00 .
Click on 3 Ship Date to select size run for that Ship Date & Add New Size Run
Jan 02, 2017 0To 3 3To6 |6To9 9To12 [12Tol15 |15To18 18To2l |21To24 | Total
|Common ] m—— 4 10 8 0 0 0 0 22

¥

Order Total $700.00

Note that the quantities previously defined have been overwritten by the quantities in the Common size
run. As a result, the number of pieces as well as the sales order total have automatically updated.



If we return to the Line Items page as shown below, products are displayed with their options. However,
you cannot adjust the options unless you return to the Adv. Line Items page.

2. Select items 3. Finish Reports
n o C 4 e | e (B
Catalngs Find Product  Order History Subrmit s Whitzboard Suppliers =
J J Save/Close

Orders Q a o Order Header [ILine Items| Adv. Line Items
Master Order lﬁﬂ Add Ttem For: Product Number Froduct Name oM Qty Price Disc  NetPrice Total
2items Supplier |1l Suppli - =
= §700.00) | s s o) |
Ship Date | [~] Ship Date H Note
llll“ll‘lt‘tl‘!‘ Ship Te LS]Gma'sunstrEelclv|
+ View Options Ship To |VI
Line Items 2 lems 28 Pieces
7T Supplier Product Number  Product N: - Ship Date UoM Gty Price Disc$  MetPrice Total Shipping Address
6_28_drepshiptest
45% Apparel TipToey  TT-BNY-28-3_ BEANY MI [ Jan 02, 2017 - Ea 8 $2500 $000 §10000  $100.00 4536 ma'son street ~|
ne, AL 681 —_—————— —_——————
Ldmitc= 14w Siioh Ll
éimﬁ Apparel TipToey  TTH-BNY-1-G-15 BEANY RC [Jan 02, 2017 - Ea 2 52500 $000  $5000 $50.00 | 4536 ma'son street ~|
pes - fanbacbs 7 ha 10045 0 510wl
0-3m 1o 21-24m 1870 21 $0.00
Apparel Tip Toey  TTH-BNY-1-B-3_ BEANYRE [Jan 02, 2017 -] Ea 4 52500 $000 $10000 510000 4536 ma'son street ~|
: 0-3m 1o 21-24m 3Tob $0.00
= I
W are Apparel TipTosy  TTJ-BNY-2D-9 BEANY MI [Jan 02, 2017 *| Ea 8 52500 $000 $20000 520000 4536 ma'son street ¥ |
-m v.w 0-3m to 21-24m 97012 £0.00
Apparel Tip Toey  TTH-BNY-2.C-6_ BEANY MI [Jan 02, 2017 ~| EA 10 52500 5000 25000  $250.00 (4536 ma'son street ~ |
0-3m t0 21-24m 6To3 £0.00

Order Total $70000

4.3.5.2 Importing Multiple SKUs
Multiple product numbers and quantities can be copied from an external file and pasted in a multi SKU
table using the Adv. Line Items page. To begin, you must select a supplier from the Supplier menu and
then click Multi SKU in the Item Entry section as shown below.

Iter Reports

Orders Q H o Order Header  Lineltems  Adv. Line Items s (RNE) 972 (56
r Ord
Master Order o I ——
2 $70000 § Catalog  AlCalElozs =)
=) i e ——
REATERNRRTAIAEER < SR S

ol Product y
~ View Options Number -
Exact Mazch J

Click Here To Add More Items

ltem Jan 02, 2017 N
FBNY-2 $25.00 0To3 3To€ 6To3 9Tol 12To 15To 18To 21To Total
BEANY MIDNIGHT COBBLE/ Page 7 Fice 2500 03 3To€ £ToS STo oaal5 ey o 21 To Jir T
GRAPHITE Disc § g 4 10 8 22 Clear
Delete hem Min: 1 = $0.00 | Copy Pasie m Notes
e Mult 1 ,ﬂ D 5 Copy 5t Item Note:
. isc. %
% Buyer Notes o
Net  $2500
Colors Choose Sizes Pricing QOH Ba  s55000
UL BN $25.00 0To3 3Toé 6To9 9To1 12To 15T0 18Te
BEANY ROSE SMOKE/ ROSE Page 7 Frice $25.00 °© © ° °© ° 1) o
MULTI arr 4 2
Delete fem Min: 1 Disc-§  §0.00 |Copy pase  hembows
M Tl Copy Pasiz  lemlNetes
iec. %
Buyer Notes o
Net  $2500
Col QoH Ex $150.00

Order Total $700.00

There are two columns in the Multi SKU table. The first stores full product numbers (or SKUs), and the
second stores product quantities. The heading of the quantity column is the ship date selected for the



order. If an order has more than one ship date, there are multiple columns for quantity values. You
might consider formatting the column ordering in the external file to match the column ordering in the
Multi SKU table so that you can copy and paste the values easily. If you are copying SKUs from an email
or document that you cannot format, you can copy and paste the SKUs first, and then copy the
guantities before adding the products to the order.

The product number should be the full product number. As shown below, (1) highlight the values in the
external file first, excluding the headers, and then (2) press Ctrl+C to copy them to your Windows
clipboard.

H ©- = 217 Sales Order - Adv Line ltems... T E - O % Paste Mutiple Product Numbers
HOM INSER PAGE FOR DATA REVIE VIEW ACRO lIris Tomli.. -

- Paste full product numbers by clicking in the first cell under Full Product Number celumn.

i A = % FE5 Conditional Formatting » = i - Paste quantities by clicking the first cell under the ship date or ship to quantity column.
Clipboard  Font Alignment Number (77 Format s Table - Cells  Editing » Note: If items have multiple options or no quantities are pasted in the grid, each product will be marked as a
- - - - L‘.j Cell Styles - - - selected item and quantities can be entered on the selected items page.
Styles ~ Full Product Mumber Jan 02, 2017
A2 - Jr || TorRMY-3--0_3 v %e 2
A B -
1 Product Number Quantity {Ship Jan 2nd) &trl*v—
2 [TTI-1-RMY-3-A-0_3 14
3 |TTJ-I-RMY-2-A-0_3 10,
4 JTTH-I-RMY-1-A-0_3 8
5 ITT)-I-GFY-2-A-0 3 61
6 ITT)-I-GFY-1-A-0 3 16
7
8
9
o @ctrl+C
1 i -
Sheetl (&) [] 3 A, 2
AVERAGE: 10.8 COUNT: 10 SUM: 54 i3] m

Next, (3) click once on the first cell under the Full Product Number column in the multi SKU table and (4)
press Ctrl+V. Finally, (5) click Add at the bottom of the multi SKU table to save the products to the order.
If null quantities are pasted in the table, and the data is saved, the actual quantities can be entered later
on the Line Items or Adv. Line Items pages.

If the SKUs are not valid they do not paste correctly to the multi SKU table, and
cannot be added to the order. If you encounter this, make sure you are using the full
product number as it exists in the database.
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The added products display on the Line Items page as well as the Adv. Line Items page, as shown below.
Because we added products that have options, the quantity values are populated in the first (0-3)
guantity field for each product. We can adjust these values if needed on the Adv. Line Items page.

L o — Reports

] jo) c 4 =) [ H
Tram Emry Catalogs Find Product Ordar History S ‘Whiteboard Suppliers ~
J Save/Close
(Orders Q E Q Order Header  Lineltems  Adv. Line Items View Promotions §( 1< )( < ) 1 /7 (> )( >
Master Order m =
Supplier  [Apparel Tip Toey =)
7items ~ :
62 $2}050.00‘ Catzlog  [All Catalogs [-] pplier Promotions
AERYEARRRARNTETY Multi SKU | Code  Description Discount % Min Grder Amount
. M Product —————
« View Options Number ‘ -
Exact March -
) ‘ Close |
Apparel Tip Toey tﬂI Click Here To Add More [tems
TTH-RMY-2 $2500 oo 0To3 3To6 6To8 9To1 12To 15To 18To 21To Total -
RAMPY URBAN BLUE/ CHALKY $25.00 .
FADED DENIM Dise s ary | 10 10 Clear
, Delslien Min T $0.00 | copy Pase
Disc % 0
' Buyer Hots - Paste full product numbers by clicking in the first cell under Ful
Net 2500
. - Paste quantities by clicking the first cell under the ship date or
Colors Choose Sizes Pricing GO $250.00
s s o ol Note: If ites have multiple options or no quantities are pasted
T HEL ] 52500 oo 0To3 SN 1| selected item and quantities can be entered on the selected iten]
RAMPY CHALK/ YELLOW $25.00 -
BLUR/ SUNBURNT FOREST Disc. ary 8 Jan 02. 2017
, Debmten Min: ] isc. $0.00 | Copy Pacte 4
Disc. % 0
Buyer Notes
e Net $25.00
Colors Choose Szes Pricng  QOH Ext $200.00
TTH-GFY-2 $2500 |, 0703 16
GOOFY FADED DENIM/ NAVY! o= $25.00
URBAN BLUE/ NAVY SUEDE ary 6
, Desmiem Min: 1 Disc-5 | $0.00 |copy Pase  ltemhoses
L= ’ Buer Disc. % 0
& uyer Notes
- Net 52500
Colors Choose Sizes Pricing QOH Ext $150.00
£ TUHGEYY o nenrons 52500 pice  chenn 0To3 3Tof 6To§ 83Tal 12To 15To 18To 21To Total -

Order Total  $2,050.00

Once products are added, you can click View Promotions in the top-right of the page to view and apply
any available promotions for that supplier. Keep in mind that the products you have added must meet
the promotion criteria in order for the promotion to appear. Criteria for a promotion might be a
discount of 10% is given when the sales order is over a certain dollar amount. In the example above, we

have no promotions available because a) the supplier is not offering any or b) we have not met the
criteria required for a promotion.

For an item, click Pricing to view the minimum and multiple quantity requirements and pricing for a
product. Click Copy to copy quantities from a product, and then click Paste to apply the same quantity to
other products displayed on the page. Click ltem Notes to enter a note for the product. The product
note displays on the final sales order. Notes that are entered in the Buyer Notes field do not display on
the final sales order. Instead, the notes display on reports generated against the sales order (see section

Reports).

4.3.6 Catalogs
You can add items to the order using supplier catalogs that exist in the database. To begin, click Catalogs
on the menu bar to display a library of catalogs. By default, My Suppliers Only is checked, but you can
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uncheck it to see all available catalogs in the database.

1. Start Subalast ltems 3. Finish Reports
N U
=] N o) C 4 @ 0 b [
Orders Item Entry Find Product Order History Submit Reports Whiteboard Supplers
= : | Save/Close

Gift and Home
Apparel
Outdoor

Seasonal

@. . m

Demo2

5 B B

Sarrarse s

@ Guild Master 2015 SAVORA CATALOG FALL 2014

Home Guild Master Lifetime Brands

If your content manager has assigned catalogs to different industries, you can filter catalogs by clicking
an industry on the left. In the example above, Home is selected, so we are only seeing catalogs with
products for the home.

There are two viewing options for catalogs: digital or gallery. The first option displays a digitized version
of the print catalog. This is especially useful when presenting products to a customer because it feels as
if they are flipping through the pages of a paper catalog. The gallery view displays all products for a
catalog in the same display sequence as the catalog pages.

4.3.6.1 Gallery View
To display product images in a gallery view, click a catalog cover. Then, click List or Grid in the bottom-
right corner of the page to change the method of display in the gallery view. When Grid is selected as
shown below, a menu appears next to it that defines the number of images to display in a row. The



number increases or decreases based on your screen resolution.

g % Start 2 Select ltems 3. Flnl.,h Repoﬂs
e, @
Ovder lram Entry Find Product Or:ﬁv History Jubmrt Reports Whm:board )uppher
Save/ Clcse

601514 | o | 648506 [ o | 100005 [ o |

Colections | All Categories
Filter
SKU (Starts |

Name [Starts |

Descr. [Contains v |

e
fid

v R

&
o
i

Ed

TS

v New Product

“!Zq
34

v | Best Sellers
§T '«S e ';-. 3

100008 | o | | 101513 [ o |

\

102003 102509

Click Filter to expand the side menu. Enter criteria in the SKU, Name, and Description. Click a product
image to enlarge it and optionally enter a buyer note. Click the product number below an image to
display product names instead, then click once more to display the product price. A green checkmark
indicates the product is added to the order. To add additional products, click the checkmark on product
images, and then specify quantities. Click View Selected to display only the products with a green
checkmark. Click Select All at the top of the page to add all products that are currently displayed to the
order. To scroll down and view more images, you can either drag the vertical slider bar on the right side
of the dialog or click the arrow buttons below the Save/Close icon.

Click List on the bottom-right corner to leave the Grid view and launch the List view. As shown below,
the view displays less items because product detail such as the catalog page number and the product
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description are included.

2. Select kems ————— 3. Finish — Reports

- =
U

3 o ¢ i O . o
Frem Entry Find Product  Order History Submit s Whitecoard Suppliers - —

J J 5 Save/Close

<k < > >

ilter - €3l 102003
VAGABOND MIRROR:Hand-painted vagabond
SKU -
@l design on metal mirror frame.
Name: [Starts - )
Page  Whs
Descr. | Starts -| 9 $1.00
rch
— Buyer Nate:
Collections  All Categories
[Moroccan [Art'lfacts[ Spiral [Global [Legacy[Coaslal‘ 102509

ORNATE HERITAGE MIRROR:Heritage Grey

| e Stain with champagne finished trim on solid wood
v Best Sellers mirror frame
Page  Whs

348 §1.00
~ ) New Product ¥l
Buyer Note:
~ ) Best Sellers ) 103002 ) ]
Best Sellers (3] MANSE METAL MIRROR:Aged and antiqued ! N
gold finish on hand-tooled oval metal mirrar. |
Clear mirror. o

Note the Collections button, which appears because the content manager has grouped the products
into categories. In the example above, a handful of collections are listed. Click a collection name to
display only products assigned to that collection. The New Product and Best Sellers options appear if
your home office has configured product attributes. Click one of the options to expand the menu, then
click the link below it to see the associated products. For example, in the catalog we are viewing above,
there are two new products and three best sellers.

To add items, click the item image and then type a value in the Qty field, or use the plus (+) and minus (-
) buttons to adjust the value. Note that you can also enter a Buyer Note for an item, as well as click the
magnifying glass to view a larger image.

To “flip” through the catalog pages instead of viewing individual product images in a gallery, click

Catalogs on the menu bar to return to the catalog library. Then, click the book () icon to the bottom-
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left of a catalog cover to launch the digital catalog view (shown below).

Home Guild Master
Guild Master 2015
' wwe | 357 pages

COLLADORATION

INNOVATION

GUILD O MASTER

EIEL IS

CRAFTSMANSHI

THE UBIQUITY OF NATURE'S
INSPIRATION FUELS OUR MINDS
AND CAPTIVATES OUR HEART

There are four ways you can flip through the pages:

(1) click the outer edge of a page

(2) left-drag the outer edge of a page

(3) click the Next and Previous arrows at the top of the dialog
(4) drag the horizontal slider bar

By default, the image is viewed at 100% which means there is no zoom. You can zoom in or out on the
image by clicking the drop-down menu to the right of the Next arrow. Click Pages to display all pages in

40 Play PC_V11_ 20170202



a grid view, as shown below.

Home Guild Master
Guild Master 2015

Number of Pages to Display:

(ioox -]

o [Exe

ook | Products Close

G2V AR

o<

[10-19] [20-29]
[110-119) [120-129]
[200 - 209] [210-219] [220 - 229]

CLITOM FURATTURE

1311341

FURNITURE : :II
[30-39) [40-49] [50 - 59] [60 - 69] [70-79] [80-89] 190 - 99]
[130-139] [140 - 149] [150 - 159] [160 - 169] [170-179] [180-189] [190- 199]
[230-239]  [240-249]  [250-259)  [260-269]  [270-279]  [280-289]  [290-299)

N

:

By default, the Number of Pages to Display is set to 10. There is a table at the bottom of this view that

allows you to navigate to different sets of page ranges. The range is determined by the Number of Pages

to Display. Click a range in this table to view the corresponding pages. Note that you still have a zoom

menu. Click Book to return to the catalog flipbook.
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Click Products to show or hide the Products panel on the right side of the dialog, as shown below.

‘ Home Guild Master # :! f;._, w»? @ @ ) : c«:‘?"}.‘

P o] 357 pages Previous Next

WINSTON COTTAGE

CABINET;Sage Grey
g?ish exterior with Cottaae

The products panel lists all products shown on the current page if the items have been “hotspotted” by
a) your content manager or b) our internal algorithm. The algorithm attempts to recognize product
numbers on catalog pages and match them to products. A hotspot allows you to add products to the
order from the catalog view. The internal algorithm does its best to recognize product numbers, but it
really depends on the image quality. In the example above, there is one product on the page that has
been hotspotted or recognized by the internal algorithm. Therefore, only one product is displayed in the
Products panel. Note the options in the Sort By menu that sort the images in the Products pane. The
menu next to the search field allows you to select a method to search by. The gray checkmark next to
the image, and a value of 0 in the quantity field, indicates that the product is not currently added to the
order.

You can add products to the order by entering a quantity next to product images in the Products panel,
or by hovering your cursor over images on the catalog pages that have “hotspots”. As shown below,
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when the cursor is hovered over a product image, hotspots display as blue or red borders.

Products Sort By

il 601514 g
I‘ WINSTON COTTAGE ’II WINSTON COTT

il CABINET;Sage Grey

! finish exterior with
saizies $1
rice $1

I
A hotspot with a blue border indicates the product can be added to the order. A red border indicates the
product is unavailable. You can enter a quantity in the quantity field on the Products panel, or enter a
guantity in the hotspot to add the item to the order. When the product has more options such as

multiple colors and sizes, you are prompted to enter quantities for all options. Click the magnifying glass
to enlarge the product image.

If we specify a quantity for the product as shown below, the check mark turns green and a green border
displays around the product image to indicate it has been added to the order.

Home Guild Master :I
100% ~
| Guild Master 2015 e o @ e @
) e | 357 pages Previous Mext Pages Products (lgse

Products Sort By

- 601514 M
“I WINSTON COTT,

if WINSTON COTTAGE
Il CABINET

601514 CABINET;Sage Grey

finish extericr with
”

PBrice 51
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Click Close to return to the sales order dialog.

4.3.7 Find Product
Click Find Product on the menu bar and search for products using the fields in the Find Products panel.

1. Start 2. 5Sel 5 3. Finish Reports
Orders Order History Submit ieports itel T

D Find Products O [ | Shew Previously Ordered [] Show Quantities on Order (:]
 Clear.
Supplier v
Prod. Line v
Catalog N Simple Search | Clear|
P———————— T—
Advanced Search| k= o= SW C E?‘
I'\.fl - L L
Numbar Number o
Name ) @ @
Name
UPC urc
Available Date [ Clear |
— |
5] to L15]
Price Range
to
[ ] selected Items only
Clear All
[ ] 100 Max Products to Return [ ]

There are no products listed by default, but you can display all products before defining any search
criteria by clicking Search at the bottom of the Find Products panel. Click Search after making any
changes in the Find Products panel because the results do not automatically update when defining
search criteria. Enter simple search criteria in the Number, Name and UPC fields on the Find Products
panel. Or, click Advanced Search to utilize the “Starts With”, “Contains”, or “Ends With” option buttons,
as shown above.

4.3.7.1 Advanced Search
In the example below, an advanced search was performed for all Wisebrand Supplier 1 products with
names containing “necklace”.



2 Select tems 3. Finis Reports

LN K @ O I
tem Entry Catalogs Order History s Reparts Whiteboard Suppiers

Save/Close
D Find Products O "] Show Previously Ordered [ Show Quantities on Order [:
( ) Supplier Product Number  Product Name uom Min  Multi Qty
Supplier § Wisebrand Supplier 1~ | .z, Sisebrand SUPRIST - 01-1138 Addison Necklace - Horn.874662001138 Ea 6 3 [ ]
Prod. Line -
o YISEOMENG SUPPIET - 09-1145 Addison Necklace - Tortoise. 874662001145 Ea 6 5| |
Catalog e 1
o WISSDIANd SUPRIST - 01-1202 Coral Necklace.812956021202 Ea 2 12 [
Simple Search
Lpassme  Clear \Wisebrand SUpplier g4 1503 Aurora Necklace. 874662001503 Ea 2 12 [ ]
SW C EW 1
Number ® () O e yiseprand SUPPIET g 4510 Riley Necklace Assortment.874662001510 Ea s 2|

1

1

[ Selected Items only £ \isebrand SUPPIIEF o1 4395 crystal convertible necklace Ea 4 2

[m ....................
:' 100 Max Products to Return
When Show Previously Ordered is checked, shaded blue triangles are displayed over the small
thumbnail image on the far left column of the table to indicate they have previously been ordered by
the customer. As shown above, a green checkmark indicates the product has already been added to the
order. When Show Quantities on Order is checked, a new column reports the quantity of items that
have already been added to the order. To open details for a product, click the small thumbnail image.
When Selected Items only is checked, the search results are limited to the products already added to
the order. To add individual products to the order, (1) enter a value in the Qty field or double-click the
Min field to populate the same value in the Qty field. Finally, (2) click Add Items to Order.

| ¢ oo} o () WiSERrRABURPIST 4 1776 Avalon Beaded Necklace.£12956021776 Ea 4 12
e~ WWISEOIENG SUPPIET 092223 Enamel Chain Necklace. 812956022223 Ea 3 2 | |

Avalizble Da% o [:@ ST YiseDrand SUPRIST - 01_3428 Zara Tassel Necklace.812956023428 Ea 22 1.6 [ |
Price Range e UiseRrand SUPRIET - 01-3510 Prism Necklace.812956023510 Ea g a4 [ ]
to | il Vwisebrana supplier 01-4128 necklace for optional dangles Ea 4 2 | |

[ ]

To select all products listed in the table, (1) click Order All. As a result, the Qty fields automatically
populate with the minimum quantity value as shown below.



Supplier Product Number  Product Name

WisEOrand SUBPIET 07 1138 Addison Necklace - Horn. 874652001138
WWisebrand Supplier
.

Wisebrand suppher
4

01-1145 Addison Necklace - Tortoise..874662001145

01-1202 Coral Necklace..812956021202

wWisebrand supplier
4
WIsebrand supplier
4
Wisebrand supplier
4
Wisebrand supplier
a1
Wisebrand Supplier
4
Wisebrand supplier

01-1503 Aurora Necklace..874662001503

01-1510 Riley Necklace Assortment..874662001510

L) el LI necklace 01-1776 Avalon Beaded Necklace..812956021776

01-2223 Enamel Chain Necklace..812956022223

01-3428 Zara Tassel Necklace..812956023428

01-3510 Prism Necklace..812956023510

a1
rwsebrand Supplier 01-4128 necklace for optional dangles

wWisebrand supplier
4
WIsebrand suppner
<
wWisebrand supplier -
4 PP 01-4882 wire heart necklace

WISEDrand SUpplier ., ,-no P e o [

01-4395 crystal convertible necklace

01-4562 texas tassel necklace

.| @
. @
- @
. @
. @
.| @
- @
. @
.

Search Add ltems to Order

Then, (2) click Add Items to Order. If multiple products are selected before you click Add Items to
Order, a confirmation dialog is presented, as shown below. Click OK to proceed.

Add items to Order

17 Iltems are ready!

Select the ship dates and shipping addresses for these items. If multiple dates or addresses are selected,
each item will be added once for each date/address.

Dec 19, 20116 0390 W 44th Ave Wheat Ridge, CO 80033

o

e o

If you return to the Line Items and Advanced Line Items pages by clicking Item Entry on the main menu,
the added products are listed, as shown below.
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— 3. Finish —‘ ‘

Order Header Adv. Line ltems

Click Here To Add More Items

Line Items 17 ltems 312 Pieces

Supplier Product Number  Product Name

Price Disc§ NetPrice Total Shipping Adc

~

Harriet's Trezdle Ans
B350 W 44th Ave
Wheat Ridge, CO 80033

50 opening 50 reorder|

7= $1,032.60

4.3.8 Order History

Click Order History on the main menu to display the customer’s buying history.

& || &

Submit

Re-Order All

Product © Shipped @ Ordered
Number  Product Name i Qty  Price Ext. Price Total Qty Last Date  Last Qty
+ Reach Demo2

- Wisebrand Supplier 1

'l o 01-1503  Aurora Necklace..874662001503 $3.74

- 01-2520 Maya Bracelet Assortment 2..81295602 $4.89

wn @ 01-4295  crystal convertible necklace $4.89

Wisebrand Supplier 4

L-11435 "11.5"" GIRAFFE "“LULLABY™ MUSICAL $5.40

L-11635 38" TAKE ALONG DOLL BABY PILLOW $6.65

L-11822 "1™ SUNMMER FARM ANIMAL CHILD $6.70

L-11824 "11*" WILD ANIMALS 2 IN 1 CHILD SAF $6.85

L-52795 "3.3"" BUTTERFLY WIND CHIME ACTIVI $3.15

L-52910 "7.5"" DINOSAUR BABY RATTLE" $2.40

Print Inventory Sheet Add ltems to Order
Optionally define search criteria in the Order History panel, and then click Search as shown in step (1)
below. Note the Filter tab on the Order History panel where you can limit the search results to an Order
Date range or an Invoice Date range. When Active Products Only is checked, the results are limited to
products that are flagged as active in the database. The results table displays previous order and
shipment information at the product level. To add an item in the table to the order, (2) use the Qty field.
There are a few ways to populate the Qty field: manually type a value, double-click the Min field, or
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double-click the Last Qty fields in the

Shipped or Ordered columns. Then, (3) click Add Items to Order.

Re-Order All

Number Product Name UOM  Min  Multi i Ext. Price Total Qty Last Date Last Oty

+ Reach Demo2

‘ [ C: nd Product | INCHEERHISRNN ‘

- Wisebrand Supplier 1

el Q 01-1503  Aurora Necklace..874662001503

e 01-2520 Maya Bracelet Assortment 281295602

il 0 01-4395  crystal convertible necklace

- Wisebrand Supplier 4

L-11455  "11.5"" GIRAFFE "LULLABY™ MUSICAL

L-11635 "3 TAKE ALONG DOLL BABY PILLOW

L1822 “11** SUNMMER FARM ANIMAL CHILD

L-11824 “11"* WILD ANIMALS 2 IN 1 CHILD SAF

L-52795 "5.5"" BUTTERFLY WIND CHIME ACTIVI 12

L-52910 “7.5"" DINOSAUR BABY RATTLE"

Print Inventory Sheet Add tems to Order

Click Print Inventory Sheet to launch a dialog that has multiple options for generating a product report
in PDF or Excel format, as shown below.

; -3
Local Printers
_ Snagit 13 Product Number 2
- Ready
. Send To OneMote 2013
!‘ Ready
| e, Microsoft XPS Document Writer
- Ready
. FEX
!\ Ready
Adnha PME
Print Thumbnails Sort By Number Of Copies
; AZ
Include Shipments) §| Product Number g Z-A 1~

You might provide this report to your customer so they can take an inventory of products on the store
shelves. Below is an example of what the inventory sheet looks like in PDF format. In this example,
there are products added to the order from three different suppliers. Therefore, the report is three
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pages long because each supplier is reported on its own page.

Harriet's Treadle Arts Miles Davis
h 6390 W 44th Ave
Date Range: Wheat Ridge, CO. 80033
Printed; 12/20/2016 10:44:53 AM
Inventory Shipments Orders
atyon | S99 Praduct Number Product Name UOM  Winwult  Price |TOMIOly LastShip LastQly |TotalQty iT.  Lastaty
Hand aty Shipped Date Shipped | Ordered Ship Date Ordered
Wisebrand S applier 1
011503 Aurora Necklace. 874662001503 Ea 2412 $3.74 0 1} 12 11/30M186 12
01-2520 Maya Bracelet Assoriment 2.812956022520) 2412 $4.89 0 0 12 11/3018 12
01-4395 crystal convertible necklace Ea 42 $4.89 o 0 4 11/3016 4

There are two blank columns to complete on the generated report: Qty on Hand and Sugg Order Qty.
The first is the quantity of an item in stock or on the store shelves. The second is the sales rep’s
suggested quantity to reorder.

Below is an example of what the inventory sheet looks like if Excel Export is chosen instead of Print.
Note that each supplier is reported on a different tab.

! B C D E F G | J K M N o] P Ql s T U VvV k[«
2 |Inventory Sheet =
i Harriet's Treadle Arts Miles Davis

6390 W 44th Ave
Wheat Ridge, CO. 80033

Printed: 12/20/2046 11:08:12 AM

] Inventory Shipments Orders
Sugg _ Last
eion Order Product Number Product Hame UomM  Min/Mult Price To1_almy et La:_:thy Total Gty eq'd Last Qty
Hand Shipped Date  Shipped | Ordered X Ordered
10 Qty Ship Date

14/ Wisebrand Supg lier 1

01-1503 Aurora Necklace. 874662001503 Ea 2412 5374 0 0 12 11730016 12
12
Maya Bracelet Assortment
0 01-2520 5 812056022520 Ea 24112 $4.89 0 0 12 113016 12

01-4395 crystal convertible necklace Ea 4/2 $4.89 0 0 4 113016 4

Sheet] | Sheet? = Sheet3 | () 1 v

4.4 Finish Sales Order

Finish the order by clicking Submit on the main menu.

2. Select tems 3. Finis . Reports

2 n O

Item Ei'utlja‘ Catalogs Find Product Order Histony 5 i leports ‘Whiteboard

As shown the below, the next dialog prompts you to submit all orders and either mark the order status
as HFC or Confirmed.




r R
Submit Order

Select an option below, or 'Cancel’.

HFC All

?»% Submit all orders and mark status as HFC.
Confirm All

gﬁ.% Submit all orders and mark status as Confirmed.

Cancel

If the supplier receives orders electronically through the Brandwise Stream service, then selecting a
status of Confirmed automatically sends the order to the supplier for processing when the order is
exited, as long as there is an internet connection.

Remember that an order status of HFC is used if you are not ready to send the order to the supplier.

As shown below, the Orders panel splits the selected items into separate orders by supplier. When
applicable, orders are also split by ship date or shipping address. Click a split order on the Orders panel,
to see information for that order. The Line Items and Adv Line Items pages display only the products for
the order selected.

Reports

2 n [ ]
Orders frem Entry Catlogs Find Product  Order History Reports Whitsboard Suppiiers
Orders Q Order Header Line ltems  Adv. Line Items Duplicate Order
HFC All Confirm All
IR RARARARN Y HFC i PO Number Z10T5____||OrderName [ ]

@ View Options —
= Bill To 2 Ship To
— £ b
——————————————— g
‘Wisebrand Supplier 4 S |Name  Hariets Treadle Arts Name Harriet's Treadle Arts v
FIES T T T 2 | Address 1 6390 W 44th Ave Address 1 6350 W 44th Ave
Harriet's Treadle Arts : B | Address 2 Address 2
6380 W 44th An = i 1) it r + . - -
\Wheat Fidge. C% 20033 g | City ‘Wheat Ridge Stits co Zip 80033 City \wheat Ridge State CO Zip 80033
Sent To Viordor Country  United States Phone (303) 4242742 Fax Country  United States Phone (303) 424-2742 _ Fax
Vendor Processin Email dbakerl03@yahoo.com Fed Tax ID 000007 Resale #
L Buyer Harmiet Tuffet Email Hamiet@treadlearts com ‘ ‘
(. 2110/
& g Dare [0 P e (S .
?‘\ Ship Dy, | 12202016 Terms Order Source | Email v ]| O Credit Shest Read
=z *‘
E Cancel Dater | Choose Credit Card
Accepts Back Orders —
Order Splits
Order Number  [202-1015 || Order Type Key Account v || Order Taker | Miles Davis
207 E = 3
§ Createlbate AL ATIETIES S0 A Rep Group Wisebrand Agency v || sales Rep | Mikes Davis B
:5‘. 5 Territory Colorado-Wholessle-Mikes || comm Rep [Miles Davis -
Commission Zip (80033 Original Rep | Miles Davis 3

% Print All
Email All

&= Print
Email

Capture Buyer Signature ==————p B ® oertow $77.70

In the image above, the order status has changed from Pending to HFC. You can set a different PO
number for each order and adjust order settings individually. Select options in the Ship Via and Terms
menus if the information is not automatically populated. If credit cards are associated with the



customer account, Choose Credit Card defines the customer credit card to be processed for the order. If
you do not see this option, there are no credit cards associated with the customer record. Click the
Capture Buyer Signature icon on the bottom-right corner of the dialog to launch a window that provides
space for a digital signature. The signature is printed at the bottom of a printed sales order.

The Print All and Email All options shown at the bottom of the Orders panel can be used if you want to
print or email all split orders displayed in the Orders panel. The Print and Email options can be used if
you only want to print or email the split order selected in the Orders panel. If you choose to print, you
can save the order as a PDF or Excel file. If you choose to email, the order is attached as PDF to the
email. To use the email options, you must have a default email client installed on your PC.

4.5 Reports

Click Reports on the main menu to launch the report criteria page, as shown below.

P L R ——— - Reports

Q n jo) C O ey

Tram E-ntry' Catalogs Find Product Order History ‘Whiteboard Suppliers

Report By

Address [1819 Denver West Dr Littleton, CO 80128 v] Please select the desired Ship Date or select 'Show Summarized
"] Show Summarized Total for All Total for All'

[E] Dec 28, 2016

Company Information 1819 Denver West Dr Littleton, CO 80128 -
Brandwise's I 1819 Denver West Dr Littleton, CO 80128 3 .
o s
Suite 111

Golden

co

80401

Main Phone: 8774353225

In the example above, the company Brandwise’s has two different shipping addresses as well as two
ship dates. Select a shipping address from the menu, and then check a ship date or check Show
Summarized Total for All to report on all ship dates. As shown below, the page is split into three vertical
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sections.

1. Start — 2. Select hems — ——
Orders ‘ Htam Entry Catalogs Find Product  Order History ‘

3. Finish — Reports ————,
[ ‘ |: : I
Submit - Whiteboard Suppliers o
J J Save/Close

Report By P|(t Report P|c! tHe Hata fo sHow on Report
Address [1819 Denver West Dr Littleton, CO 80128 Include Cover Page [C] No Details

Show Surmmarized Total for All Provides additicnal company information to the front of your

Dec 27 2076 reports. Catalog Name
seel [T] Cover Page
Dec 28, 2016 9 Catalog Page Number
Visual Reporting Detailed Selling Description
Company Information Provides Product images and details on each report. Whsl
. Please select one of the following MSRP
Erandwise's
18190 \West D ) No Visual Report Product Mame
erer biest Dr © Detail Product Buyer Motes
Suite 111 @ Summary

Product Mumber

) Multi-1 efP.
Golden - Mull-image/rage Product Option Images

co () Whiteboards
Pick how to Group and Sort the Report
Please select one of the following:

20401
Main Phone: 8774353225

Summary Reporting

Summarizes the Order Totals. () Catalog Page

[C] Worksheet ) Product Name
) SKU#
() Selected Order

(2, ©

The (1) Report By section displays the shipping addresses, ship dates, and the company information. The
next sections step through building a report by specifying criteria in the (2) Pick Report and (3) Pick the
data to show on Report sections. The options displayed under Pick the data to show on Report change
depending on the report type selected under Visual Reporting in the Pick Report section.

4.5.1 Report Types

Now that we have configured the Report By section, we can begin specifying report criteria in the Pick
Report section. If your system administrator has configured marketing materials, including a cover page
for the company, check Cover Page under Include Cover Page. This option is unavailable if marketing
materials have not been configured. The next sections discuss all of the options under Visual Reporting.
To report the order totals as a spreadsheet on the report, check Worksheet under Summary Reporting.
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45.1.1 No Visual Report
The default report selected under Visual Reporting is Summary. To begin, select No Visual Report

instead, as shown below. This option excludes product images and details from the report.
2. Select tems Reports

Trem Entry Catalogs Find Product ~ Order History - Whiteboard Suppliers
!

Report By Pick Report Pick the data to show on Repc‘ﬁ.
Address | 1819 Denver West Dr Littleton, CO 80128 Include Cover Page

Provides additional company information to the front of

Fleaze select one of the following:

| Show Summarized Total for All your reports.

=B, AE Cover Page
Dec 28. 2016
Visual Reporting
Company Information Provides Product images and details on each report.
. Please select one of the following:
Brandwise's 5
iy 4 | @ Mo Visual Report
1819 Denver West Dr - Detail
Suite 111 Summary
Golden Multi-Image/Page
co Whiteboards
80401 Summary Reporting

Main Phone: 8774353225 Summarizes the Order Totals.

Worksheet

Note that the Pick the data to show on Report section is empty if we (1) choose to generate a report
without visual reporting. Check Cover Page under Include Cover Page, and then make sure Worksheet is
checked under Summary Reporting. Finally, (2) click View Report to launch a PDF file of the report as
shown below.



e, Sales Order_c5786€12-5236-443d-9c0c-9c5636a47275. pdlf - [SalesOrdlerTearSheet15] - SumatraPDF =N R
B om[Page | 173 o= 2 2 Fing £y

brandwise

Your Modern Sales Studio

m

Cover Page @ 2016 Brandwise, e, Pago 1 013
Brandwise Sales Demo Sales Rep: Administiator Admin Sales Order Worksheet
12596 West Bayaud Ave Emall: Prinied: 12/27/2016 4:34:41 PM
Lakewood, CO 80228 Phone: Su a
Order Name: PO Number: mmary Cancel Date:
Bill Te: Ship To:
Brandwise's Brandwise's Re po rt Sub-Tatal: 56 Total Units: 2
1819 Denvar West Dr 1819 Denver Wast Dr - N o
Suite 111 Suite 111 k h Discount: 0% $000  Total Styles: 12
Golden, GO 80401 Golden, GO 80401 Worksheet Ordor Total: 56
UNITED STATES UNITED STATES
Phone: (877) 435-3225 Fax Phone: (877) 435-3225  Fax:
| e e ] 2 s
Product Number_|Name Gy | winal_Extonsed
o]
) e
— Lo St £ son
e
Brows
- £
" Sand ¥ »
e
o]
004 Sepe o a2 0
Sand
=
o] o

The first page is the cover page, the second and third page is the summary report worksheet, and the
fourth page reports the ship dates and the total dollar amount. Additionally, there are no images. If we
had not checked Worksheet, the generated report would only contain the cover page. Note that you

can print the PDF file by clicking the printer icon at the top of the dialog. Next, we will look at the Detail
report.

45.1.2 Detail Report
First, select Detail beneath Visual Reporting, as shown in step (1) below. This option generates report

images of each product as well as all of the product’s details we selected under Pick the data to show
on Report.



2. Select ltems 3. Finish Reports
[
N n o) C L I b =
Tram Entry Catalogs Find Product  Ordier History Submit Whiteboard Suppliers -
Save/Close

Report By Pick Report Pick the data to show on Report
Address | 1819 Denver West Dr Littleton, CO 80128 Include Cover Page No Details
i . Provides additional company information to the front of your
¥| Show Summarized Total for All eport: .
reperts. Available Date
4| Cover Page Catalog Name \_
Visual Reporting Catalog Page Number
Provides Product images and details on each report. Detailed Selling Description
., Pleaze select one of the following: Whsl
Erandwise's =
‘f Mo Visual Report MSRP
‘IET 9 Denver \West Or | @ Detail Product Features
Suite 111 = Summary Product Name
4 Muilti-I (P,
Golden Wirimageirage Product Buyer Notes
co Whiteboards
= Product Number
80401 Summary Reporting Preduct Option Images
Mzin Phone: 8774353225 Summarizes the Order Totals. Product Specs
City Grid

| Worksheet
Pick how to Group and Sort the Report
Please select one ghthe following:
Catalog Page!
@ Product Name?
SKU#
Selected Order

Next, (2) make sure all details on the right are checked. If you check No Details, all of the details
beneath it are unchecked. Then, (3) select Product Name under Pick how to Group and Sort the Report.
Click View Report to (4) launch a PDF file of the report as shown below.

1% Sales_Order_ - [C - SumatraPDF |5 |3 || Sales_Order_2Mfa0b3-43b6-4641- bOb3- 2554548310 pof - [ColorBreakout] - SumatraPDF =

brandwise

M |Page| 2715 =R Find: M Page | 14715 9 | Finat n

Administrator Admin
Report By: Ship Date

Seles Rep: Aty Ac Sales Order Worksheet

Your Modern Sales Studio L proe—
Report S oy
Worksheet e

Administrator Admin

Report By: Ship Date Cover Page oral !

co

Accent Chair
0001
Vinoesae

Producttember [ | ]t

Product Details &
f— Images Sorted by Name

Report By: Ship Date

Buyer N
uyer Notes: Sales Order Worksheet

The first page is the cover page, the last is the summary report worksheet, and the remaining pages
have individual product images sorted by name, as well as product details. Next, we will look at the
Summary report.



45.1.3

Summary Report

First, (1) select Summary beneath Visual Reporting, as shown below. This option generates a report

with individual product images, but has less detailed information.

Find Product O

3

Report By

Pick Report

| Show Summarized Total for All

Erandwise's

1819 Denver \wWest Dr
Suite 111

Golden

co

20401

Main Phone: 8774353225

Address | 1819 Denver West Dr Littleton, CO 80128

Include Cover Page

Provides additional company information to the front of your

reporis.

4| Cover Page

Visual Reporting

Provides Product images and details on each report.
Please select one of the following:

Mo Visual Report
Detail

@ Summary N
Multi-lmage/Page
Whiteboards

Summary Reporting
Summarizes the Order Totals.

| Waorksheet

Pick the data to show on Report

No Details

Catalog Name

Catalog Page Number ‘\
Detailed Selling Description
Whsl

MSRP

Product Name

Product Buyer Notes

Product Number

Product Option Images

Pick how to Group and Sort the Report
Please select one of the following:
Catalog Page
Product Mamg
@ SKU# G
Selected Order

Note that the Pick the data to show on Report section does not display as many options as the Detail
report. Next, (2) make sure all details are selected, and that (3) SKU# is selected under Pick how to
Group and Sort the Report. Finally, (4) click View Report to launch a PDF file of the report as shown

below.
f% Sales_Order - SumatraPDF fo | o =S | = Seles_Order - SumatraPDF o ]
| Page| 1/ 2 W[ Page 310 Find '\
Report By: Ship Date R
. co
b ra n d WI Se s ek . Sales Order Worksheet
Your Modern Sales Studio Summary *>~ e
Report o T

Report By: Ship Date

Worksheet

Froduc Mamber o

Agminisirator Agmin

whs: 36

s
S=
=

'ORNATE HERITAGE MIRROR;Heritage Grey Stain with
champagne finished trim on solid wood mirror frame. -
102508

TRIBAL TRUNK ON STAND;Hand-painted canvas covered
waod trunk with metal base finished in Rustic Blac -

Product Details
Summarized & Images
Sorted by SKU#

Report By: Ship Date

Administrator Admin

Primas: 1223004 02022 0

Sales Order Worksheet

g Dt el Dut.




The first page is the cover page, the last is the summary report worksheet, and the remaining pages
have individual product images sorted by SKU#, as well as summarized product details. Next, we will
look at the Multi-lmage/Page report.

451.4 Multi-Image/Page Report
First, select Multi-Image/Page under Visual Reporting, and the value of 3 beneath it, as shown in step
(1) below. We will explore the other values later. The Multi-Image/Page option generates a report with
multiple images per page, arranged in a tile view.

2. Select kems 3. Finisl Reports
LoeT o ][5 e e
Ttem Entry Catalogs Find Product  Order History Whiteboard
Report By Pick Report Pick the data to show on Report
Address | 1819 Denver West Dr Littleton, CO 80128 Include Cover Page No Details

i . Provides additional company informaticn to the front of your
| Show Summarized Total for All

G reports Available Date
Bl ST 4| Cover Page Detailed Selling Description
Visual Reporting Whsl
Company Information Provides Product images and details on each report. MSRP \
Brandvise's Please select one of the following: Product Features
1819 Denver st Dr Mo \f.isual Report Product Name
Detail Product Buyer Notes

Suite 111 3 Surn_mary Product Number
Golden ¢® Muli-image/Page Qty Grid
co @3_ _(’_‘,‘-E @9 @12
80401 Vihiteboards Pick how to Group and Sort the Report
Main Phone: 8774953275 Summary R _ Please select one of the following:

Catalog Page
Product Name

of| Worksheet SKUg

@ Selected Onie:\

Summarizes the Order Totals.

Note the details available under Pick the data to show on Report. Next, (2) make sure all details are
selected (Qty Grid is unselected by default), and that (2) Selected Order is selected under Pick how to
Group and Sort the Report. Selected Order only reports results for the selected order on the Order
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If we select a value of 6 instead of 3, there are 6 images arranged in a tile view per page. Likewise, if a
value of 9 is chosen, there are 9 images arranged in a tile view per page, and so on. However, the
greater the value you select, the less details that can be generated on the report because page space
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becomes an issue as more images are displayed. See examples below.

Pick Report Pick the data to show on Report Pick Report Pick the data to show on Report
Inciude Caver Page [7] No Details Include Cover Page [7] No Details
Provides additional company information to the front of Provides additional company information to the front of
your reports. Detailed Selling Description your reparts, Whsl
Cover Page Whs! Caver Page MSRP
Visual Reporting MSRP Visual Reporting Product Name
Provides Product images and details on each report. Product Name Provides Product images and details on each repart. Product Number
Please select one of the followin Product Number i .
) ) 9 ) Please select one of the folloning Pick how to Group and Sort the Report
No Visual Report ¥ Qty Grid ) No Visual Report -
> Dot Dot Please select one of the following:
letail B ) Detail
) Summary Pick how to Group and Sort the Report . Summary @ Catalog Page
@ Multi-lmage/Page Flease select one of the following @ Multi-mage/Page () Product Name
3 [@6 D3 012 © Catalog Page 13 06 @9 © skuz
\whiteboards Product Name ~) Whiteboards () Selected Order
© SKUZ
Summary Reporting ) Selected Order Summary Reporting
Summanizes the Order Totals Summarizes the Order Totals
Worksheet | Worksheet |
Administrator Aamin i .
et i o e . 'ﬂ brandwise
Report By: Ship Date Drd
oo P, 15282018 11 43:88 Ak
Printed: 127 Blockbum Lamp - ORNATE HERITAGE Mlﬂ*lhqs Grey Stain  TRIBAL TRUNK ON STAND;Hand-painted canvas.
DR12011-538 102508 203005
Blackburn Lamp - ORNATE HERITAGE MIRROR;Herliage Grey Stain  TRIBAL TRUNK ON STAND:Hand-p{ frr— whal: 85 Whe: g2
DR12011.538 102509 208005 “m‘f.vq_"
Whal 56 ﬂ Whel: 36 rqf'.‘:'!"%. = whsl: 52 iy QS
l MSRP: $.00 MSRAP: §.00 @ MSRP: $.00
BERKSHIRE CANDELABRA{RUSIC finish on hand.  CARAVAN HALL CHEST Vagabond green finish  PEDESTAL DINING TABLE:Poiling Shed Gris
253004 02005 12502
et 57 whst, 31 whe 1
[srioum [arr Srin Dme [ a7y | St Datw | OTY
BERKSHIRE CANDELABRARustic finish on hand-  CARAVAN HALL CHEST:Vagabond green finish  PEDESTAL DINING TABLE Potting ,‘; i
253004 802005 612502 L
T Whsl  §7 Whsl:  §1 Whel: $1
MSAP: .00 MSRP: §.00 X 4 MSRP. .00 MIRROR MOSAIC SIDE GHEST;Garden lattice GLOBAL CHEST;Woodiands Stain over all with Accent Chair -
o« e 61017 842511 DRF-0005.
— what: s -
| 1 7
1
o D [ ¥ Snp e [Ty v s [amv ‘? ¥ ?

45.1.5 Whiteboards Report
The Whiteboards visual reporting option is used if there are whiteboards associated with the order
(whiteboards are discussed in the next section). Whiteboards serve as custom work spaces for displaying
product images, product details, and notes. This order has a whiteboard associated with it, so we will
step through the report generation. Specify the report criteria as shown below.

~) Sales Order Boards (1) d

Report By Pick Report
Address [1:319 Denver West Dr Littleion, CO 80128 Include Cover Page ALL Selected ltems Board 1
Provides additional formation to the front of
Show Sommarised Tota! for Al y;zv’.':;;‘s.‘ ional company information to the front of
bl Caver Page "
Dec 29, 2016 Il Suppliers
Visual Reporting . . - 3
) Ship: All Ship Dates 2 styles X
P Provides Praduct images and details on each report. 5
—— Please select one of the following
©) No Visual Report

1819 Denver West Dr o
Detail —

Suite 111 Summary Select All
Multi-Image/Page %

Golden
Whiteboards

co
Select Whiteboards to print/

80401
Main Phone: 8774353225

2

Notice that there are no details included with the report, unless you have configured your whiteboard to
display details. Select (1) Whiteboards under Visual Reporting, and then (2) click Select Whiteboards to
Print. Click (3) an existing board, and then (4) click OK.
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The board image is placed below Select Whiteboards to Print on the report criteria page, as shown
below.

1. Start . Sel = 3. Finizh Reports
3 C 4 - bt
Ovders Trem Entry 5 Subrmit ‘Whitaboard Suppiliers

Report By Pick Report

Address | 1819 Denver West Dr Littlston, CO 80128 Indlude Cover Page

Provides additional company information to the front of
your reports,

| Show Summarized Total for All

CEE i A | Cover Page
Dec 29. 2016
Vizual Reporting
Company Information Provides Product images and details on each report,

., Please select one of the following:
Brandwise's

Mo Visual Report
1819 Denver \West Dr

Detail
Suite 111 Summary
Galden Multi-lImage/Pags
co @ Whiteboards
80401

Select Whiteboards to print
Main Phone: 8774353225




Next, click View Report. This only prints the cover page and the whiteboard, as shown below.

fre. Sales_Order_21c2e108-9c8e-4734-8572-a76947d6cf98.pdf - [Whiteboards] - SumatraPDF =] | =) |
| Page: 1 jfomy | = [ 2 2| Findg: b 3

_,:[Cover Page |

Main - Board 1 Brandwise test Administrator Admin 7% b d .
12596 w bayaud ave. ‘@
Denver CO, 80221 Pirmed 12/29/2016 10.10:43 AV

Whiteboard

m

Close the report preview to return to the report criteria page. Next, we will explore the Whiteboards
utility.

4.6 Whiteboard

As stated above, whiteboards serve as custom work spaces for displaying product images, product
details, and notes. You can use this tool to create dynamic visual aids for sales orders or proposals. In
the last section, we looked at a whiteboard with home goods. Next, we will generate a whiteboard with
apparel.

To launch the Whiteboard Manager, click Whiteboard on the main menu as shown in step (1) below.
Then, (2) click the blank board next to an order, as shown below, to open a new board in the
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Whiteboard Editor.

Find Product Ordear

~) Sales Order Boards (1)

Erandwise

1819 Denver West Dr
suite 100

Littleton CO 80128

Apparel LAZY OME
Ship: 121282016 G styles h

53.0000 G pes

Add Board

4.6.1 Product List

As shown below, the Product List panel displays images of products in the order. Click Filter at the top of
the panel to launch the Sort By/Filter dialog. You can sort the data in a variety of ways, filter the results
by Description and SKU, and customize display options for the Product List panel.

ish

3 n

Ttem Ei'utry Catalogs Find Product Order History Submit

Save/Close

OIS X &
D T : Sort By/Filter -
Fllterl | Add Selected | Select All Sort By/Filter = - hr
: - Descr, | Starts  ~
Catalog Page Number sKU |Strb;7'|
4l
Category —_—
Assortment &earch =
Product Name . Catalog
Praduct Number - -
Selected Order | Guild Master 2015 |
. o) Category Moot ByfFilter |

Colections
; Display
runwre | ORISR | Oisplz

Select options to display in Product List

Product Name
O] Product Number

T . e, | - | Board1 || Board2 || Board3 || Serrermemres




4.6.2 Add Products

To add a product image to the whiteboard as shown below, (1) left-drag the image to the space on the
right, or click an image to select it, and then click Add Selected. Click multiple images to add them at
once. To deselect an image in the Product List panel, click it once more.

2. Select ltems 3 lesh Re orts
I m O ¢ =
Ttem Entry Catalogs Find Product Order History mel[ Repum )uppher SvalClons

smayIII 0l G IX!G

l- = Details

K9 Product List

Select details to display on Whiteboard

Fiter | Add Selected | SelectAll

__ Product Name
[T sku#
=1 Whsl

Whiteboard Crientation:
@ Landscape Portrait

m

Whiteboard Name:

Board 6

MOOSELTOE COMICAL BOXER 7
Item #: B911 2

| & Supplier: Apparel LAZY ONE
Whsl: § )
X Remove “
By Copy .

) Bring to Front

#] Send to Back

RS At i, e ﬁl Board 1 || Board2 J| Board3 )| Board4 J| Board5 |
When images are added for the first time, you are (2) prompted to select the product details to display

with the images. You can also change the whiteboard orientation and name on this dialog. However, the
dialog only appears once when you add the first image. You can change the settings by using the Details
and Change Whiteboard Orientation menu options discussed in the next section.

To move an image within the whiteboard, click so a border displays around it, and then drag to the
preferred location. Right-click the selected image to remove, copy or arrange the image to be in front of
or behind other images on the whiteboard. Remove the image from the whiteboard by clicking it and
pressing Delete. To remove multiple images at once, use your mouse to draw a circle around the images
to select them, and then press Delete, or click the delete icon, which is discussed next.
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Below is an example of a populated whiteboard. The images are in .png format, which is required if you

f 2= 0etis | sty [H B (O G

|3 | &

m

[l Board1 J| Board2 J| Board3 || Board4 || Boamsmjl Board6 || Board7 | ‘

4.6.3 Whiteboard Menu

Notice the whiteboard menu displayed above the board space.

2= Details | oy [l B (O G [ | &b

The menu options are listed below.

1) Details adds or removes the displayed product information.

2) Sort By provides various options for sorting images, such as catalog page or product name.

3) Change Whiteboard Orientation displays the board space in landscape or portrait view.

4) Add Notes launches a dialog with a comments field, and provides basic text formatting options.
To move a note on the board, click it and then left-drag to the preferred location. To remove or
edit a note, click it and then right-click to remove or edit.

64 Play PC_V11_ 20170202



5) Add New Board creates a new tab below the board space to store additional images and notes
for the same order. If you have multiple tabs, you can easily tell the difference between them by
renaming the tab. Right-click a tab and select Rename.

6) Clear Board clears all items from the current tab selected below the board space.

7) Delete Board removes the current tab selected from the whiteboard.

8) Print provides the option to print all or individual whiteboards.

4.7 Suppliers

1. btart 2 Select Item- nis| . Reports —
by H
[ TdE-I'_ |r-=rn Entry |_ETH|I:|D.1 Flnd Product Order Hl"t-,r, S it 5 Whitebas Suppliers =
Save/Close

Click Suppllers on the main menu to view the Suppller Informatlon page, as shown below.

Supplier Information

Suppliers Search field All Current Promotions Search field

Supplier Opening Reorder Code Description Disc Min Order Term
Apparel LAZY ONE $200.00 §10000 * G Ao Tafriar
St Uz Esllesinn §250.00 0 GALO 10% Discount on 5250 Order 100000 $250.00
Apparel Tip Toey $200.00 $100.00

BUILT

120 Dating 120 Dating

Arteriors $0.00 $0.00
Barefoot Dreams 40.00 $0.00
BUILT $200.00 $100.00

Depot of Furnishings $500.00 425000 Home Article 24
H15 15% on orders $500.00 or more

Test Promo 2 | Test Promo 2

Design Design $0.00 $0.00
Fred & Friends $200.00 $100.00 Seasonal Silver Tree

GERSON INTERNATIONAL $0.00 $0.00 (NED] Net 30; New Customer order 530
Gift Anne Taintor $200.00 $100.00 | Gift True Utlllty

Gift True Utility $200.00 $100.00 N6O Net 60 on $500 order

Golite $200.00 510000
History 8 Heraldry $0.00 $0.00
Home Article 24 $200.00 £$100.00

Apparel Tea Collection
NGO Net 60, 10% on $300.00 order

Outdoor Vendor
NGO Net 60; 10% on seasonal orders

Home Guild Master $200.00 $100.00
Lazy One $250.00 $200.00

Palecek Furniture

ROOST

You can use the search fields above each table to find a supplier or current promotion. Click a supplier in
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the left table to launch a page with the supplier’s location and contact information, as shown below.

Apparel LAZY ONE

12_596 W Bayaud Ave Ph:303-788-9970 Fax:303-788-9978 Minimum: $20000
Suite 100 support@lazyone.com
Lakewood, CO 80228 Web:www.lazyone.com Reorder: $10000

Credit Cards Product Line

Fall
ANMERICAN General
EXPRESS SPRING
Summer

WINTER
DISCOVER

Apparel LAZY ONE

12_596 W Bayaud Ave Ph:303-788-9970 Fax:303-788-9978 Minimum: $20000
Suite 100 support@lazyone.com
Lakewood, CO 80228 Web:www.lazyone.com Reorder:  $100.00

| Shipping Methods | _ Progmms

Shipping Methods

Fedex Ground Free Shipping
Fedex Mext Day Air
UPS Ground 15% off order

Additionally, there are sections for payment terms, shipping methods, notes, promotions, programs,
product lines, and a sales order statement. The notes are internal, while the sales order statement
displays on every generated sales order. This supplier does not have any promotions, so the Promotions
tab is empty.

To browse supplier information and current promotions without generating a sales
order, click Suppliers on the main icons toolbar on the Welcome screen.

Click the left arrow in the top-left of the screen to return to the Supplier Information page, or click the X
in the top-right corner of the screen to close the dialog to return to the Whiteboard Editor. Then, click
Save/Close to return to the Welcome screen.
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4.8 Find Orders

Click Find Orders on the main icons toolbar to launch the Sales Order Search page, as shown below.

File Seles Ordersy Dogibionge  Commission Fepors  Sehup  Help

P & o L T
Custmers B e Dshorge DitaTronster Rewrd WeruCony Cotsogs Supbes Upade LogOut Exs ™
=) status SO Mumber PO Number | Sales Rep Order Taker SO Date Amount Ship Name Ship Date  Ship Address Billing Address  Ship City Ship State Ship Zip  Billing Name Rep Group

HFC 4000-1092  4000-1092  Administrator A Administrator A 12/6/2016 327540 Brandwise Dealer ASAP 1234 Test Shippir 12596 West Baya DO NOT SHIP o 80401 Brandwise Inc Reach Summit [ * |
HFC 4000-1091  4000-1091 Administrator A Administrator A 12/6/2016 327540 Brandwise Dealer 33117 1234 Test Shippir 12506 West Bays DO NOT SHIP fee) 80401 Brandwise Inc Reach Summit [
HFC 202-1028 202-1028 Administrator A Ron Petroff 12/21/2016 $56.76 Brandwise ASAP 1819 Denver Wes 1819 Denwer Wes  Littleton o 80128 Brandwise’s Reach Summit [
Confimed 200-1007  200-1007  Administrator A Tyler Sundby  12/9/2016 $31065 Test 630717 123 Test 123 Test 5t Denver o 80203 Test Resch Summit
HEC 201 2001 AdministratorA TylerSundby 12672016 $130.75 Tast ASAP 123Test 123 Test 5t Deanver o 80203 Test Reach Summit [
1015-1071 1015-1071 Chad Kennedy  Ron Petroff 12/15/2016 $795.00 Brandwise ASAP 12596 W Bayaud 12596 W Bayaud Lakewood o 80228 Brandwise test Reach Summit [
1015-1070 1015-1070 Chad Kennedy Ron Petroff 12/15/2016 $157.50 Brandwise ASAP 12596 W Bayaud 12596 W Bayaud  Lakewood o 80228 Brandwise test Reach Summit [
1007-1491 1007-1491  Administrator A Todd Litzman 12/12/2016 $150.00 Brandwise123 12/29/16 11111 Layman St 11111 Layman St Littleton o 80127 Brandwise123 Reach Summit [
$16.00 Brandwise123 12/29/16 11111 Layman St. 11111 Layman St. Littleton o 80127 Brandwise123 Reach Summit [
$16.00 Brandwise Demo ASAP 123 test ave 123 test ave Denver o 80228 Brandwise Demo  Reach Summit [

1201212016 57400 New Ship To AsAP 123456 123 test ave Littleton o 80127  Brandwise Demo  Reach Summit [|=
12/12/2016 516,00 New Ship To Asap 123456 123 test ave Littleton © 80127  Brandwise Demo  Reach Summit [
= [ 1292018 51600 6.25_dropshiptest  ASAP 4536 ma'son stre: 12536 West Baya omaha, ne AL 68106  Brandwiselnc  Reach Summit [
« I 127212006 57025 Test 3AULT 123Test 123TestSt Denver Co 80203 Test Reach Summit [
122172016 537,50 Test AsaP 123 Test 123 Test St Denver Ca 80203 Test Reach Summit [
=M 122112006 330210 Test 3317 123 Test 123 Test 5t Denver Co 80203 Test Reach Summit [
= 1272172006 $427.50 Test ASAP. 123Test 123 Test 5t Denver Co 80203 Test Reach Summit [
« || 122072006 54140 Tester 317 1111 Test 123 test ave Lakewood Ca 80227  testcustomer  Reach Summit [
1| 122012016 4140 Tester ASAP. 1111 Test 123 testave Lakewood Co 80227  testcustomer  Reach Summit [
12/20/2016 $745.20 Tester VLT 1111 Test 123 testave Lakewood Co 80227  testcustomer  Reach Summit[
ad] 1272012016 $13.50 Tester 317 1111 Test 123 test ave Lakewood ca 80227  testcustomer  Reach Summit [
® Road 12/13/2016 $703.50 Test AT 123Tesm 123TestSt Denver Co 80203 Test Reach Summit [
1213/2016 $27000 Test AsAP 123 Test 123 Test 5t Denver Ca 80203 Test Reach Summit [

¥ Show
s 127132016  $1157.10 Test 33117 123Test 123 Test 5t Denwer o 80203 Test Reach Summit [

¥ Direct 12/13/2016 $741.00 Test ASAP 123 Test 123 Test St Denver Ca 80203 Test Reach Summit [
¥ Showroom 12/8/2016 595,04 test customer BT 123 testave 123 testave Lakewood @ 80228 test customer  Reach Summit [
@ Other 127872016 55940 test customer 33147 123testave 123 testave Lakewood o 80228 testcustomer  Reach Summit [
12/8/2016 $34.26 ‘test customer ASAP 123 test ave 123 test ave Lakewood o 80228 test customer Reach Summit [
¥/ Key Account 12/8/2016 $637.20 test customer 78Y1T 123 testave 123 test ave Lakewood =2 80228 test customer Reach Summit [
| Web Sale 12/8/2006 $229.50 test custamer 3AULT  123testave 123 testave Lakewood ] 80228 test customer Reach Summit [
$27540 ‘test customer 13117 123 test ave 123 test ave Lakewood o 80228 test customer Reach Summit [
$321.30
521375
"

test customer ASAP 123 test ave 123 test ave. Lakewood [=-] 80228 test customer Reach Summit [
Test ASAP 123 Test 123 Test St Denver Co 80203 Test Reach Summit [ .

1006-1387 1006-1387  Administratar A Tyler Sundby  12/6/2016

P Orer coun: 53 | Mutti-Print t | openorder || Newomer ||  ciose | TOTAL 53353329

In the example above, the PC is in Show mode, and therefore the results returned are show orders. If
you want to see a customer’s complete sales history, including road orders, you can search for the
customer by name and adjust the date range. One of the most important tips to remember on this page
is that the default date on the Sales Order Search panel is set to Today. Make sure to adjust the date
options to see any orders generated before today. Make sure the preferred order statuses are checked,
optionally define additional search criteria in the Sales Order Search panel, and then press Enter. The
columns in the search table can be rearranged by dragging the column headers to the preferred
position. The data in the table can be sorted by clicking a column header. Click the Advanced Search tab
at the bottom of the Sales Order Search panel for additional search options. Keep in mind that the date
options are always enforced, except when searching by Sales Order ID.

Remember that the orders you see on this page depends on the mode your PC is in. If the PC is in show
mode and your system administrator has given you permission, you can see all show orders from all sales
reps. If the PC is in road mode, you can only see orders you have generated. See Order Flow for more
information.

You might have to drag the horizontal scroll bar to the right in order to see the three column headers
labelled T, D, and V. The headers are explained in the table below.

T Transferred to Home Office

D Direct Order

\' Sent to Vendor

The Transferred to Home Office and Sent to Vendor fields are useful because at a glance, you know if
the order has been sent to the vendor, and subsequently to the home office. An order can be sent to the
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home office, but not to the vendor, if the order has a status of Pending or HFC. A Direct Order refers to
a summary sales order (see section Summary Sales Order) or an order that was imported to the

database.

To sort the data in the results table by column headers, click the header name. To print or export the
multiple orders displayed in the results table to Excel, click Multi-Print and check the orders to print. To
print one order at a time, highlight an order in the results table and click Print. When New Order is
clicked, the customer search page launches. Click Close to return to the Welcome screen.

4.8.1 Edit/Duplicate Sales Order
Changes made in a sales order are automatically saved, and an order does not need to be re-confirmed
if the status is already set to confirmed.

To duplicate an order, it must have a status of HFC or Confirmed. Open the order and click Duplicate

Order in the top-right corner of the Order Header page, as shown below.
2. Select hems Reports

2 n 0 C o 1 iid

Item Ei’ltl':f Catalogs Find Product Order History ‘Whiteboard Suppliers

Orders O Order Header Line ltems Adv.l Duplicate Order

HFC Order Confirm Order

RS REARRRRRRRE} am— < rdoron 127172016 PO Number [2037070 Order Name [

View Options
) P Bill To
(N :




Then, begin typing a company name in the Main Customer Name field.
File Sales Orders  DataXChange Reports Setup Help
- & = o M W ot <« O

Customers Mew Order Find Orders DataXChange Data Transfer Catalogs Suppliers Upgrade Log Out Bat ™

| FROM: [Harriet's Treadle Arts, 6330 W 44th Ave, , Wheat Ridge, CO
Dupl Icate Sa I es O rder |Harriet's Treadle Arts, 6330 W 44th Ave, , Wheat Ridge, CO

Step 1: Select C Shipping Adds o Duplicate Sales Order To

Shipping # Main Customer Name Ship To Name
Hariet's Treadle Ar

——

Results display in the Customers By Shipping table. Double-click a customer result to move it to the
Selected Customer Shipping table. To remove it from the table, click the red D button. Click Next to add

ship dates as shown below.
File  Sales Orders  DataXChange Reports Setup Help
& & - o (R R S

Customers MNew Order Find Orders Data¥Change |Data Transfer | Catalogs Suppliers Upgrade Log Out BExit ™
Du e I|cate Sales Order FROM: |Brandwise Inc., 12596 W. Bayaud Ave., , Denver, CO

|Brandwise Inc., 12596 W. Bayaud Ave., , Denver, CO
Step 2: Add Ship Dates 1
- = R |
Sun_Mo T Sat S S
1 4

Ti Sun Mon Tue Wed Sat Sun Mon Tue Wed Thu Fri Sat

ed Thu Fri
12 3 4

25 26 27 28 25 30 N 3
1233 4 5 6 7 5 6 7 8 m n 5 6 7 8 98 10 N 2 3 4 5 6 7
8 3 4 12 13 14 15 16 17 18 12 13 14 15 16 17 1@ 0§ W 1 12 13 14
= 4 25 15 20 21 2 23 24 25 16 17 18 15 20 21

15 28 25 30 N 23 24 25 26 27 28

w1 2 3 4 5

2
9

15 16 17 18 19 :
22 23 024 25 X% X7 28 2% 27 28
25 30 N

T3 Today: 1/2/201

o BN E e |l

ASAP

Ship To Name Ship To Address
Hamiet's Treadle Ars |1 |449|] W 44th Ave Edgewater CO 80214 |

1/9/2017

Cear All || Clear All |
. 3§

Barefoot Dreams

This dialog displays more months on the page as the window is expanded horizontally. Click (1) a ship
date to add it to the order, (2) uncheck a ship date to remove it from the order, or click Clear All. Once
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ship dates are defined, (3) click Next to finalize the duplicated orders.
File Sales Orders  DataXChange Reports Setup Help

2 a - o m W Y <« O
Customers Mew Order Find Orders Data¥Change Data Transfer Catalogs Suppliers Upgrade LogOut Exit 7
i FROM: |Brandwise Inc., 12596 W. Bayaud Ave., , Denver, CO
Dupl Icate Sales Order |Brandwise Inc., 12596 . Bayaud Ave., , Denver, CO

Duplicating Sales Orders Complete

2 Order(s) Successfully Duplicated.

Apply Order Settings To Selected Orders
Order Status  PONumber Ship To Name Ship To Address Ship Date  Cancel Date
0 Hamiet's Treadle Arts || | 4450 W 44th Ave Edgewater CO 80214 ASAP
HFC |y | <AUTO: Harmiet's Treadle Ars || | 4450 W 44th Ave Edgewater CO 80214

Barefoot Dreams

Two orders are listed in the bottom table because two different ship dates were selected on the
previous page. If you decide to make any changes (1) to the order details (shaded in orange above), click
(2) Apply Order Settings To Selected Orders to commit the changes to orders that are checked in the
bottom table. Click (3) Next to proceed with duplicating the order, and (4) click OK on the confirmation
dialog to finish. The duplicated order automatically opens after clicking OK. If you close the order and
need to reopen it, you can search for it on the Find Orders page, as shown below.

File Sales Orders  DataXChange Repots Setup Help
2 a8 = & m oW b <0

Customers New Order Find Orders DatsXChange Data Transfer Catslogs Suppliers Upgrade LogOut Exit ~

Sales Order Search Status SO Number PO Number  Sales Rep Order Taker SO Date  Supplier T D | ¥ Amount Ship Date  Ship Name
g Pending  203- Miles Davis 1/2/2017 OO0 siss00
Pending 203- Miles Davis 1/2/2017 Oood $188.00
- Pendino 13- Miles Davi 4 e 252
HFC 2031019 203-1019  Admi Miles Davis 1/2/2017  Barefoot Dream L] L] [ Harriet's Treadle
203-1020 203-1020 Administrator ~ Miles Davis 1/2/2017  Barefoot Dream Oood Harriet's Treadle

Order Header

Duplicate Order
Eer __ZDJ-“DD o] Nzme :I

Bill To ), ad Ship To

Name  Hamiets Treadis Aris
Address 1 6380 W 44th Ave
Address 2
Ci

unddigs / Bunig.

: we Stateco _ Zip g214
tnted States Phone (303 4237742 W — —— Phone Fax
dbaleer003; Fed Tax 1D 000007

Buyer Hamet Tuffet

Order Date | '22017 5 i i 1| sales Location [Wab || e Cumomer [ Manuaty Frocess
Ship Date *| | order Source | Show [] Credit Sheet Req'd

[ ]

OrderNumber [EE-TE )| Order Type | Key Account «| [ Order Taker | ez Davs = Update
§Crea1euate Rep Group Wisebrand Agency ~||SalesRep [Admmistaior. v | SalesRep
] Teon) v‘ Comm Rep |Admnistrator.  ~| | Update All

@ ion Zip IR 1] Original Rep| Admaistrator .

& prntan &y prnt
[ Email Al [ Emai Bl ® ouerron §18

<

/| Order Count: 5 [ MuttiPrnt || Print [ openoOrder || NewOrder || Close | TOTAL $1,030.02
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4.9 Summary Sales Order

A Summary Sales Order is useful if an order has already been placed with the vendor directly (outside of
Play), and you want to create a record of that order in the system. They are good for a high level glance
at dollar amounts, but are not the right tool to use if you want item history saved because you cannot
enter line items for a summary sales order. This prevents having to key-in line items before the order is
reflected in the database, but it also means the item history is missing. If you want the line item detail,
which is recommended for bookkeeping purposes, you can enter the order and mark it as manually sent
to the supplier instead of creating a summary sales order. This prevents another order from being sent
to the supplier, but preserves the item history in your system. To do this, check the Manually Process
box on the new sales order header, and then mark as sent to the supplier using the DataXChange utility.
The next section discusses the DataXChange utility in detail.

As shown below, click Sales Orders on the main menu toolbar and then click Summary Sales Order.
Depending on the permissions given to you by your system administrator, you may or may not see this

option.
File | Sales Orders DataxChange Reports  Setup  Help
:1 New Order - & LL] i. < 0
Custon Find Crders taXChange Data Transfer Catalogs Suppliers Upgrade Log Out Bt 7
M Catalogs

\-"end1 lier 1 ~|* | & Active & Invoice Only " All
Main Customer |Harriet's Treadle Arts j *
Main Address |8390 wf ddth Ave ‘Wheat Ridge CO 80033 |
Shipping Address &y [Hariet's Treadle Arts £330 4dth Ave wheat Ridge, CO 80033 |
Buyer | j Accepts BackOrders [ New Customer [ é Show Mode [
PO Number Order Mumber l:l

Sales Order Date anyzgyzma vl" Ship Date &In;zg:zma vl"ASAP I’ Cancel Date &) -

Order Taker Miles Davis - |*
=) =

Tatals

Sales Rep |Miles Daviz j * Get Sales Rep | T $55.00] =
Territory |Eolorado-WhoIesale-Miles j Discount $5.00)
Sales Order Type & |Ke_l,l Account j = Sub Total $50.00
Commission Zip zt;::i;rst $:EEE
Terms é |Eredit Card j * Notee

Shipping Method ) [Best Way | al

Rep Group é |W'isebrand Agency j e

Programs é | j

Promotions é | j

Source Code é | j

Sales Location é |Hoad ﬂ

Create Summary Sales Order (F10) v11.1.5862.19604 * Required Fields ﬂHome(FlZ]

Define criteria for the summary sales order, noting the required fields flagged by an asterisk (*). The
Sales Location should automatically populate, but if it does not, make sure to select a location. If you
want to generate multiple summary sales orders using the same criteria, click the lock next to fields to
save the current settings for the next summary sales order. After search criteria is defined, you must
click Create Summary Sales Order to save the information and generate the order. The order is
automatically confirmed and sent to the vendor. The order is listed on the Welcome screen in the
Orders Last 7 Days table, or you can search for it on the Find Orders page. If you search from the Find
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Orders page, make sure to check the Include Direct Sales Orders box in the order status section as
shown in the image below, because it is unchecked by default.

Sales Order Search
(— [

I=lc

()
L ]

1/2/2017 o) Wo 1/2/2017

L <[4

Click Home to return to the Welcome screen.

5 DataXChange

If a vendor does not receive orders electronically through the Brandwise Stream service, you can use the
DataXChange utility to fax or print orders. Keep in mind that no credit card information is sent. Credit
card information is only sent if the vendor receives orders electronically through Stream or StreamlLite.
Click DataXChange on the main icons toolbar to launch the Data Exchange Manager. An initial dialog
reports the number of faxes waiting in the queue. Click OK to proceed. This is only a message, and
clicking OK does not send any orders.

- & = M g b <«

Customers MNew Order Find Orders PDataXChangel Data Transfer Catalogs Suppliers Upgrade LogOut Bat ™

r There are 3 Orders Warting To Be Faxed

There are 1 Orders Waiting To Be Manually Sent

Next, the DataXChange utility launches, as shown below.
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5.1 Faxing

Faxmg (1) g
Lustomer Faxes ¥ Dig mmary Page Select Al Unselect Al
2 Fonng |1) I
| |Selected| Cuztormer Fax | FDF File Dlders| Order Total|Clstamer Name |Eustomer Phone | b zin |

p Sent Orders

. Manualy Marked Sent
5 Manual (1)

Q, Sales Order Search

i‘? Configuration

l A | | »
Vendor Faves ¥ Display Summany Page Yiews Yendor Summary Select Al Unselect Al
Selected [Yendor Fax PDF File |Orders Yendor Phone
gl [ [M/A v 1 $15.00|Reach Demad 203-788-9970

Mark Al 3elected Yendor Orders For | Mark &l Selected Customer
D i tomn ™ ||| Show i Cutomer P PrpereFare For Al skt

G- H

Check (1) Display Summary Page to preview the fax before it is sent. Click the plus icon next to each row
item to see additional details about the item. Click the glasses icon to view the sales order associated
with the item. Check (2) the box next to row items to select them for faxing and click (3) View Customer
Summary or View Vendor Summary to view and print a report of the selected items. Click (4) Prepare
Faxes For All Selected to proceed with faxing the orders. You are prompted to fax immediately, which
faxes any orders you have marked as selected and any orders displayed in the Ready To Fax queue. To
select which of these faxes to send, click No to this message. Otherwise, click Yes. There must be a

default printer configured (see section Configuration) because DataXChange uses it to compile the fax
image.

If you need to manually transmit the order by printing or saving a PDF for emailing instead, select the
items and (5) click Mark All Selected Vendor Orders For Manual Processing. This moves the order from

the Faxing queue to the Manual queue. Click Mark All Selected Customer Orders As Sent to move the
selected orders to Sent Items.
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5.2 Manual

Manual (1) [
Folder Items x ‘ Order T otal| Vendor Name Yendor Phone
ET@ Fazing [1) -[ $66.60 Wisebrand Supplier 4 877-435-3225

! g Ready ToFax (0) | Order Date | Oider|Sent| Manu|  Date

- iy SentOrders 31002 Harriet's Treadle Arts 6390 W 4| 30Nov-16 | $6660 [ | IV |

hd An Mark =

€L Manually Marked Sent
7€ Sales Order Search
@ Configuration

Bl e DA DB QalE: - | + @[22 O e
I R BRSSP B AR S AR SRR BTN SRR SR AP

1 1

7 N

WiseBrand

Selected Sales Orders for manual processing
Printed: Wednesday, Novemder 30,2016 11:40:10 AM
Wisebrand Supplier4

PO/ SawOroer  OroerCate
203-100¢ I0-NOV-16

Cusomsr
a3 riets Treaoke Ans 6390 W 441 Ave Wneat Rioge CO 80033

Version 10.066.013

Select &ll Unselect Al Yiew Summary [V Display Summary Page

Print Sales Orders

Close

View SO

Click Manual in the Folder Items panel to print or save PDF sales orders. When an order is processed
manually, it is not sent anywhere. You must send the orders independently of DataXChange. Check (1)
the box next to row items and (2) click Print Sales Order. If you see a message that a manual printer has
not been specified, click Configuration on the Folder Items panel and select a printer on the Printers For
Manual Printing menu. Then, submit the order for printing again. Click (3) Mark Selected Sent to move
the selected orders to Sent Orders. It is very important that orders sent to the vendor have been
marked as such in order for them to transfer correctly to your home office. For example, if the order
has not been marked as sent to the vendor in the database, but you have printed and faxed it to the
vendor, then your home office cannot see the order and DataXChange continues to display that order in
the Manual queue.

5.3 Sales Order Search

Sales Order Search g
Folc_ler Items X| Search By Fax/Print Batch Search
¢ Customer/endor Batch 1D I S0 Murmber I B
% Fax/Manual Batch v “endor Fas v endaor Manwal Iv Custamer Fax
" Order Manually Marked Sent

|| ¥ e D e

ﬁa Configuration

Click Sales Order Search on the Folder Items panel to search for sales orders to print or fax, or to verify
an order has been sent to the supplier via DataXChange. Orders sent electronically do not show up in
DataXChange.
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5.4 Configuration
Click Configuration to view options for faxing, printers, sales order style, and PDF output quality.
Configuration &

Folder Items X| Fax Modems rLogin Configuration
2 Faxing [1] Login Nare [witaa203

b anual [1] [

Login Passwaord
S0L ServerName  [HODT11615Brandmise . |

Quer Fax Modem | Batch Quantity |2D
Femote Server

|ssiD ataXChange. com

~-mr Lonfiguration

Printers Far Faring Connection Type E&N [Always connected) Ll
Microsoft PS5 Docurment wWriter Allow Menu To Close r
Frinters For b anual Printing Fax Log Size [MEytes] |_5
ISnagit 13 Mumber OF Logs To Keep |_5
Sales Order Style For Faxing Only Faderm nit String W_I
Fax Class IFAX_‘I vl

rkenu Options
¥ Sales Order Search

POF Output Quaity | f00 2 Vemit LEre]
¥ “endor Fax

Fow Zoom Height | 1200 v “endar Electranic

MNumber of Fax Retries | 3 ¥ Customer Fax

[¥ Use POF Filez To Send Faxes Yia Email

The Sales Order Style For Faxing Only menu is only used if a company logo has been configured by your
system administrator. The options shown in the Login Configuration and Menu Options sections cannot
be changed because they are defined by your system administrator. If you receive an error about the fax
port after faxing orders, click Query Fax Modem to retrieve Windows settings on the location and
configuration of your fax modem. After the process is complete, the location of the fax modem is
displayed in the Fax Modems field. If this does not return a result, there are no faxes configured in your
Windows settings.

Click Close to return to the Welcome screen.

6 Data Transfer

Data transfers need to be performed to retrieve any new customer or product data from the database.
You might also perform a data transfer if you wrote an order without access to an internet connection,
or need to send orders electronically when in Road Mode. The other way the order could be sent after
connecting to the internet is if you open any order and close (which is essentially the same as exiting an
order when there is access to an internet connection). Data Transfer is the last thing you will want to do
at the end of each day. This process sends all updated information from your PC to the Brandwise cloud,
as well as retrieves any updated information from the Brandwise cloud. On the Welcome screen, click
Data Transfer on the main icons toolbar to launch the page, as shown below.
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Setup  Help

File Sales Orders  Datax{Change  Reports

v
i3 @& - LU A
Customers New Order Find Orders DataXChangel Data Transfer MCatalogs Suppliers Upgrade Log Out Exit ~

ProcessDala | SalesToEwpot |  ExportedSa poted Seles | Communications |

Wise Brand - 203

Process Data

Send Orders Only

¥  Download Product/Catalog Images

If Download Product/Catalog Images is checked, any new product images or catalogs will be available
on your PC for viewing. Note that if there are a lot of new images, or this is the first time you are
downloading images, you should run this process when your computer is connected to a power source

and has a reliable internet connection.

6.1 Process Data
Click Process Data to begin a full transfer of all data. First, the tool ensures that your system is on the

correct version, applies updates automatically as shown below, and then begins to send your data to the
Brandwise cloud. If your PCis in road mode, you can transfer orders electronically in this way.

File SalesOrders DataXChange Reports Setup Help
- - -3 m o b < O
Customers New Order Find Orders DataXChange Data Transfer Catalogs Suppliers Upgrade LogOut Exit

ProcessData | SalesToEwot | ExpotedSales | impotedSales |  Communicatins |
111613424552

Wise Brand - 203

Processing...

SSIDATAXCHANGE.COM/{/WisebrandAgency

@ brandwise

Retrieving Rep Systems from Brandwise

Checking for Upgrade. |

I

Note that there are tabs shown on the top left of the page that report the sales orders to be sent, sent
orders, imported orders, as well as data transfer settings. Imported Sales orders are orders that have

Last Transfer Done On Jan 22017 10:20AM

already been submitted.

If there are orders to be sent, a confirmation dialog displays, as shown below.
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Electronic Orders for Wisebrand Supplier 4 - 4 orders ready

Wisebrand Supplier 4

Customer Order Date PO Number Order Taker Order Total

Total:$143.60 — — -

) Harriet's Treadle Arts|1/2/2017 203-1022 Miles Davis $49.40
Orders:4 6350 W 44th Ave
\Wheat CO 80033

arriet's Treadle Arts|1/2/2017 203-1023 Miles Davis

Harriet's Treadle Arts|1/2/2017 203-1024 Miles Davis
(6390 W 44th Ave
\Wheat CO 50033

arriet's Treadle Arts|1/2/2017 203-1025 Miles Davis
6390 W 44th Ave
heat CO 80033

Unselect All Orders

All orders are checked by default. Note that if all orders are unchecked, and you click Send Orders, no
orders are sent.

Finally, any new data is retrieved by your PC. New data includes sales orders generated by your home
office or during a market for which you are the assigned rep, products, product details and images,
catalogs and customer data that has not already been gathered automatically. Be sure to execute this
regularly so that you are working with the most current data.

When processing finishes, a dialog prompts you to backup your databases, as shown below.

@ Da you wish to Backup Your Databases Now?

You can change this setting on the Communications Tab of Data

Transfer.

If you click Yes, a local copy of the databases is saved, but there is not much need to do so because the
data is backed up at the home office. If you have questions on this topic, please speak with your system
administrator.
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6.2 Send Orders Only

Depending on the amount of data, the data transfer could take a while. When processing finishes, the
orders are immediately available for download by the home office. If they receive electronic orders,
suppliers can easily access their orders through the Brandwise Stream service. This tool is only used if
you have been generating orders offline (no connection to the internet) and are now connected to the
internet. Remember that there is another way the order can be sent once an internet connection is
available. For example, if you took ten orders offline, then modified one order once back online, all 10
orders are sent via Order Flow (see section Order Flow).

7/ Reports

There are an abundance of reports you can generate against the database that provide detailed
information about submitted sales orders. The report criteria can be saved to a template that defines
limits placed on the data. Limits can be placed on the agency, vendor, product, customer, shipping
address, and territory data.

7.1 Sales Analysis (BETA)

Sales Analysis gathers information about the selected products and assigned customers in your sales
orders. Users are encouraged to use this tool as opposed to web show reporting during markets. To
begin, we will launch the BETA version of Sales Analysis because the original version of the Sales Analysis
report has the same options and is discussed in the next section. Some benefits to launching the BETA
are that the view does not launch in a separate window, it has an intuitive interface, there are four
report levels instead of three, and the results can be exported to Excel. Click Reports on the main menu
toolbar, and then click Sales Analysis (BETA).

File Sales Orders  DataXChange | Repors | Setup Help
L ]
[ o == |i| < g
Customers MNew Order Find Orders DataX( < Suppliers Upgrade Log Out Exit ™
Select Report Content | Agency Limit (1) Report Menu fomer Limit (0) | Ship To Limit (0) | Territory Limit (0) Cloud Report
Select Report Level(s) Sort By
Level 1 ~ | (@ Alpha () Highest$ () Highest Qty
Level 2 (® Alpha () Highest$ () Highest Oty
Level 3 @ Alpha () Highest$ () Highest Qty
Level 4 @) Alpha () Highest$ () Highest Oty
Date Type Dates () Single Date Range () Comparison (@) Mo Date Limit
(@ Order Date
() Ship Date
() Cancel Date
Sales Order Status Te Include Sales Order Types To Include
[] Pending Road
D HFC Show
Confirmed Direct
onTime Showroom
[] Cancelled Other
Closed Key Account
% Preview Report
() Export to Excel
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When you are connected to the internet, this view displays the words “Cloud Report” in the top-right to
indicate that reporting is run against your orders stored in the Brandwise cloud, as shown above. If you
do not have an internet connection, the view displays the words “Local Report”, as shown below, to
indicate that reporting is run against your orders stored on your local PC.

Select Report Content Agency Limit (0} Supplier/Product Limit (0) Customer Limit (0} Ship To Limit {0} Temitory Limit (0) Local REPUrt

The next sections discuss the series of tabs at the top of the view. To generate a new report, begin with
the Select Report Content tab.

7.1.1 Select Report Content

The Select Report Content tab details the basic report information. As shown below, there are four
report levels listed under Select Report Level(s). The levels act as a hierarchy such that Level 2 only
displays information that also meets the selection criteria for Level 1. Likewise, Level 3 only displays
information that also meets the selection criteria for Level 1 and Level 2, and so on. Note that you only
need to define Level 1 to run a report. A sales total is included on every report, regardless of the levels
chosen.

To begin, (1) select criteria for the report levels, and then (2) adjust the Sort By options if necessary.

Select Report Content | Agency Limit (1) Supplier/Product Limit (0) Customer Limit (0) Ship To Limit (0) | Territory Limit (0) Cloud Report

1

Select Report Level(s)

Booked Analysis 2 Close

In the example above, the levels are defined as follows:
Level 1: Customer (Bill To)
Level 2: Supplier
Level 3: Sales Order
Level 4: Product

Based on these definitions, we are asking the report generator to list all customers on Level 1, list the
suppliers the customer has purchased products from in the past on Level 2, report sales order
information such as the PO Number on Level 3, and finally list the product numbers associated with the
sales orders on Level 4. As shown in the Sort By section above, the Customer (Bill To) and Supplier
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levels are sorted alphabetically, Sales Order is sorted by the highest dollar amount, and Product is
sorted by the highest quantity.

Next, (3) specify a Date Type and a date range under Dates. Select Comparison to compare the report
results using two different date ranges. Then, (4) select the sales order status to include, as well as (5)
the sales order types to include. Finally, click Booked Analysis. By default, Preview Report is selected,
but can be changed to Export to Excel before clicking Booked Analysis. An example report preview is
shown below.

Booked Analysis Cloud Report

Sales Order Date Between 10/22/2016 and 12/20/2016

Sales Order Status Included: Confirmed / Closed /
Sales Order Types Included: Road / Show / Direct / Showroom / Other / Key Acct /

% of
Customer (Bill To)Supplier Sales Order Product Qty Amount Avg Above

Grand Total 89 420 5

Print Date: 12/20/2016 4:42:01 PM Page 1 of 1

Next, we will explore the remaining tabs. The tabs present options that further limit the report results.

7.1.2 Agency Limit

Use this tab to limit report data by agency, sales rep, order taker, and sales location. Note that there is a
“(1)” next to the tab name to indicate that there is one item contributing to the limiting criteria (Miles
Davis is the Sales Rep).
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Select Report Content Agency Limit (1)

Agency

Supplier/Product Limit (0) Customer Limit (0)

Ship To Limit (0)

Territory Limit (0)

1 Order Taker

Cloud Report

0 Sales Location 0

Criteria Picker - Agency
Unselected 1

Agency

Criteria Picker - Sales Rep

Selected
Sales Rep
Miles Davis

Criteria Picker - Order Taker

Criteria Picker - Sales Location

Unsalected 2 Selected
S Location

Road

|

Booked Analysis 2

1 Select Criteria Select Criteria Select Criteria

Sales Rep Type Sales Rep Status

Select Criteria

Order Taker Status

(®) Current Sales Rep

() Original Sales Rep

(@ Active

O al

@ Active

O Al

To begin, (1) click Select Criteria under the Agency field to launch the Criteria Picker - Agency dialog.
The available limiting criteria is listed in the Unselected field. To use them as limiting criteria for the
report, move items to the Selected fields. To move one item, (2) highlight it and then (3) click the right
arrow (>) button. To move all items in the Unselected field, click the double right arrow (>>) button. You
can also select a group of items by highlighting the first item in the group, then hold down the Shift key
while highlighting the last name in the group. Then, use the right arrow (>) button and (4) click Done.
Repeat this process for the Sales Rep, Order Taker, and Sales Location fields. Note the additional
options at the bottom of the page where you can specify the Sales Rep Type, Sales Rep Status, and
Order Taker Status. When all agency limits have been set, click the Supplier/Product Limit tab.
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7.1.3 Supplier/Product Limit
Use this tab to limit report data by suppliers, product lines, and products.

Select Report Content Agency Limit (1) Supplier/Product Limit (0) Customer Limit (0) Ship To Limit (0) Territory Limit (0} oud Repo

Supplier 0 Product Line 0 Product 0

Criteria Picker - Supplier

Criteria Picker - Product Line

Wiszbeand Supglier 2 Active Unssiected 2 Selactect o
wistbang Supplier 3 Actve Product Line Supplier
Wsstrand Supplier 4 Actve Geners  Reach Demes

Criteria Picker - Product
Mt e e e

= Ganers Reach Demod

Wisebeand Supplier 5 Adtive Geners Reach Demal
Vst ol | |

Unssiected % Selectzd [}
Genersl Wisebrand Supplier 2 W Proguct NumBer -~
Geners Wisebrand Supalier 37 D0 ars Manral St B
Geners Wisebrand Supoler 1 011138 Asdison Hecklace
e e G
1202 Corel Hectlace. "
011503 s Neckiace. -

AR Ry Nacicaes A
1527 Mewport Bargle §

1

F
Select Criteria

Select Criteria

Select Criteria

Booked Analysis 2

Launch the Criteria Picker dialogs sequentially from left to right and move items from the Unselected
fields to the Selected fields using the same method described in the previous section. Note the Active
Only checkbox on the Criteria Picker — Supplier dialog. Uncheck it to view inactive suppliers in addition
to active suppliers.

When all product limits are set, click the Customer Limit tab at the top of the dialog.

7.1.4 Customer Limit
Use this tab to limit the report results by customers.

Select Report Content | Agency Limit (1) | Supplier/Product Limit (1) | Customer Limit (0) § Ship To Limit (0) | Territory Limit (0) oud Repo

‘Customer 0 Results

Name Address City State Zip

d
= Name v
Search By

Mame
[——— . m rr——r— o

Search Results L Customer to Limit By 1] state
Zip

[] Mame Address City State Zip IName Address City State Zip
] Harriet's Treadle Arts 6390 W 44th Ave Wheat Ridge CO | 80033

Select Criteria

Booked Analysis 2

First, (1) click Search Criteria at the bottom of the page. To return all customers, leave the search string
field at the top of the dialog empty and click Search. Otherwise, (2) select an option in the Search By
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menu. Next, (3) click Starts With or Contains, and then (4) begin typing search keywords in the search
string field. Note that Active Only is checked by default, uncheck it to display inactive customers as well
as active customers. Then, (5) click Search. Check boxes (6) next to Customer names in the Search

Results field to move them to the Customer to Limit By field. Finally, (7) click Done to return to the
Customer Limit tab.

When all customer limits are set, click the Ship To Limit tab at the top of the dialog.

7.1.5 Ship To Limit

Use this tab to limit the report results by state, city and then zip code

Select Report Content Agency Limit (1) Supplier/Product Limit (1) Customer Limit (1) Ship To Limit (0} Territory Limit (0)

Ship To State 0 Ship To City 0 Ship To Zip 0
State City State Tip
Criteria Picker - Ship To State
Unselected 4 Selected 0 g S Sy
riteria Picker - Ship To Ci
Stoln P ty
o Unselected 8 Selected 0 Criteria Picker - Ship To Zip
Cit State ~ >’
N Ty < Unselected 8 Selected ]
NH Baston MA
Zip ~ >

NY < Denver co >

Greenwood  IN a2

. - 1758 >
< Indianapolis  IN
Lakewood €O 46143
Manchester  NH - 4620
60033
< >
<<
50228 “
Select Criteria Select Criteria Select Criteria
DO
Booked Analysis ° Close

When all customer limits are set, click the Territory Limit tab.

7.1.6 Territory Limits

Use this tab to limit the report results to territories. Territories are generated by your system
administrator.
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Select Report Content | Agency Limit (1) Supplier/Product Limit (1) Customer Limit (1) Ship To Limit (0) Cloud REPUI't

Territory o

When limiting Sales Orders by Temritory, only Sales Orders completed by a Territory Sales Rep will be included in the report. All Sales Orders completed by a Sales Rep who was directly assigned to a Customer are
excluded.

Territory Supplier Regicn Customer Region

Criteria Picker - Territory

Unselected 2 Selected 0

Territory Supplier Region  Customer Region
Colorado-Retail-Irs USA Colorado

Booked Analysis Close

Move territories from the Unselected field to the Selected field as shown in steps (1-4) above. If you
choose to limit by territory, then only sales orders completed by a Territory Sales Rep are included in the
report. That means sales orders completed by a sales rep who is directly assigned to a customer are
excluded. If the report does not look accurate, your home office may need to perform a territory
replacement. If territories are changed, the territory replacement process must be executed to affect
past sales orders with current territory setups.

Now that some report limits are set, we can regenerate the report. Click Booked Analysis at the bottom
of the page to preview and print the report. The image below reflects what the report results are with
the limits we imposed.

Booked Analysis Cloud Report
Sales Order Date Between 10/22/2016 and 12/20/2016

Sales Order Status Included: Confirmed / Closed /
Sales Order Types Included: Road / Show / Direct / Showroom / Other / Key Acct /

% of
Customer (Bill To)Supplier Sales Order Product Qty Amount Avg Above
Harriet's Treadle Arts 6390 W 44th Ave Wheat Ridge CO 80033 (3034242742) 29 171 6 100%
Wisebrand Supplier 1 29 171 6 100%
PO# 100-1078 SO# 100-1078 Status: Confirmed SO Date:Nov 9
2016 Ship:Nov 30 2016 - Cancel Date: 28 136 5 80%
01-1503 12 50 4 29%
01-2520 12 65 5 38%
01-4395 4 22 5 13%
PO# 203-1013 SO# 203-1013 Status: Confirmed SO Date:Dec 1
2018 Ship:ASAP- Cancel Date: 1 35 35 20%
SSO 1 35 35 20%
Grand Total 29 171 6
Print Date: 12/21/2016 4:07:04 PM Page 1 of 1
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Click Close to return to the Welcome screen.

7.2 Sales Analysis

The original version of the Sales Analysis report has the same options for limiting report criteria. Users
are encouraged to utilize the BETA version, but for further detail on the original version, see Appendix B:
Sales Analysis.

7.3 Report Menu

While Sales Analysis lets you customize a report for your sales orders and invoices, the report menu
provides simple prebuilt reports that are not limited to orders and invoices. First, click Reports on the
main menu toolbar, and then click Report Menu.

Reports
Category Reporis
E | \/endor/Salesrep Bookings Summary
Products Salesrep/Vendor Bookings Summary
Customer Sales By Rep / Vendor / Customer
Vendor Sales for Current Year and Previous Year
Weekly Sales Order Log
Report Criteria
Current Printer

You must have a default printer defined in the Current Printer field. Click Change Printer to select a new
printer.

The next sections introduce each Category and discuss some of the available reports.

7.3.1 Sales

Generate reports on Sales by selecting Sales in the Category column. Then, select a report from the
Reports column. In the example below, we are generating a report by sales rep (Miles Davis) that
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compares sales for the current year with sales for the previous year.

Reports
Catego Reports

Sales Vendor/Salesrep Bookings Summary

ol 105 esrep/Vendor Bookings Summary
Customer ales Bw Rean Talula ctinme
Vendor Sales for Current Year and Previous Year

Report Criteria
Date Ranges Limit to Sales Hep Miles Davis - Achive Reps Only
— imit Customer Liz o's Hame
Start Date| 1/1/2015 1/1i2016 @ Starts With C} Contains Active unl_',l
End Date | 12/22/12015 | 120222016 |

¥ Name

~ Customer Sorted By

1 Zip Code # Cust Name
"y Citp / Customer Name

| Limit to Customer

Humber of Cuztomers found

This report will be limited to Sales Orders where you are the Sales Rep

Current Printer [l asnly

Close (F12)

Click the Limit to Sales Rep menu to select an individual sales rep. You can limit the customer results by
using the Starts With or Contains, and Active Only options. Finally, click Preview to see what the report
looks like. An example is shown below. You can print from this screen, or by clicking Print instead of

Preview.
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|| Eile Window Help
& 0 1w00% v [j?|§|ose|
B About

About

T % 4} 3]

Wise Brand Page: 1 of1
Print Date: 1/2217

Sales for Current Year and Previous Year PrintTime: 12:34:58 PM

o i . Cument Year = 2017
Sales Rep Limit  Miles Davis Sorted By Customer Name:
Customer Limit:  None

Brandwise Inc. 125686 W, Bayaud Ave. Denver CO 80228 | 100000001
Vendor TYTD Total LY
# Orders Sales §
Wisebrand Supplier 1 0| 0 $179.35

Total 0 $179.35

Harriet's Treadle Arts 6390 W 44th Ave VWheat Ridge CO 80033 | 1002000016,

Vendor TYTD TYTD Total LY
# Orders Sales § Sales §
Wisebrand Supplier 1 0f 30.00 50.00 317111

Wisebrand Supplier 4 514380 0 E0.00 3| §248.00
Total $143.60 50.00 $420.11

4
4
[Grand Total 4 $143.60 | $0.00 | $599.46 |

Page: 14| 4 1 ¢ 1r] 4 |
[Ready [ [ hNom[ [ P

7.3.2 Products
As shown below, we can generate a Product Changes report that provides information about changes in
product quantity, pricing, new additions, etc.

Category Reports I

| Froducts Froduct Changes

Vendor

Report Criteria
VYendor | ;I
Leave blank for all Yendors
Product Line | -1 Date Time | Product Count_ 4
Leave blank for all Froduct Lines 12M5/2016 3:06:55 Ak 94

1143072016 31419 AM 1

1143072016 31419 4M 1

1143072016 31413 &M 1

1143072016 21413 &AM 1
1/21/201610:2256 4 270

11/8/2016 2:51:45 PM G363 hd

Product Change Date Time 1 2/15/2016 9:.06:55

[ 1215/2ME 30654 AM ]
[ 12/15/2016 30656 8M |

€ Inactive Only
Al

e Current Printer | Close (F12)
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Click the Product Change Date Time menu to select a date from the list. The listed dates reflect each
date product changes occurred, as well as the number of changed products.

7.3.3 Customer
The Customers Information report produces a list of all customers assigned to the selected sales rep.
Note the message at the bottom of the page explaining the procedure to view the report in Excel.

Reports

Lusiomers information

| Customer

Sales Rep Miles Davis vI

Leawve blank for all Salez Rep

& Customer Mame
™ Customer Zip

Include Email Address
Include Key Contact

Sl Current Printer |

Close (F12)
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7.3.4 Vendor

The Vendors report produces a list of vendors and their information.

Reports

Category

Vendors

Vendor

Report Criteria

- - Limit ¥endors
Division ° " Active / Invoice Only

 Active Db C inactive Oy

" Invoice Only © All

Wisebrand Supplier 4 ' Show Contacts

] Show FOB

] Show Notes

] Show Mins and Multi
] Show Payment Terms
O Show Shipping Method

Leave blank far allYendars Double click 1o remove Yendar| 1 Show Programs

0 Show Promotions
Preview [ _rint |

crangePrinter BCG |

Close (F12)

By default, the only information checked is Show Contacts. Select a vendor from the Select Vendor
menu or leave it blank to report on all vendors. If you have accidentally added a vendor to the Selected
Vendor table and need to remove it, double-click it.

Check out the document, “Ten Reports You Just Cannot Live Without” which can be
found in the Brandwise Customer Support Center at https://support.brandwise.com.
It provides step-by-step instructions on how to generate various helpful reports such

as: all orders within one year, top 50 orders, opportunity reports, and more.

8 Print Labels

Before printing labels for the first time, please visit https://support.brandwise.com for instructions on
installing the appropriate barcode fonts.

8.1 Product Labels

You might use this tool to generate product “scan books”, which are just pages with printed product
barcodes. These are useful if you need a quick and handy resource to scan products while visiting with a
customer, and do not want to carry around samples.
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To begin, click Setup on the main menu toolbar, click Products, and then click Print Product Labels.

File Sales Orders  DataXChange Reports Setup Help

- - o L1 L« 0
Customers MNew Order Find Orders DataXChange Data Transfer Catalogs Suppliers Upgrade Log Out Exit ™
vancedl

—Selection Criteria Label Style
Tin x 5/8n With Date using 551 Barcode
Vendor Status I‘["‘:ﬁ‘fe j'
Vendor IEarefoot Dreams

L L]
g |
-
i

i Items from Price Code USD Label Count =0
Product Lines INl

sk m— Product Name Copies.
; 315275 | Lunee Ribbed Jersey L/S Herley Nightshit STEE 1 |

& No Date Limit Update Date

All pricing will be printed from the default price list

Products (622) ¥ Active Products Only [ Include Discontinued
SKU Product o
B150-01 Lue Ribbed Jersey Tank WHITE

» B150-19 Lue Ribbed Jersey Tank BLOSSOM

B150-34 Lixe Ribbed Jersey Tank CHAMBRAY
B150-75 Lixe Ribbed Jersey Tank STEEL -

| »
Add Selected Products Add All Products Clear Selection | Remove Selected | Remowve All Preview Labels Print Labels

umber of Labels toSkip | 0 Appx Pages Req'd =00
1l
v11.1.3882 18818 jﬂ Home (F12) |

The Main tab lists all products for a selected vendor that can be added to the print list. Select a barcode
type from the Label Style menu. A few of the common barcode styles are defined in the Glossary. To
search for individual products, click the SKU menu and type a SKU or select one, and then click Add.
Otherwise, use the table at the bottom to add multiple products at once. Note the Print Prices box is
checked by default, and should be unchecked if you do not want prices printed along with the barcodes.
Then, click Preview Labels or Print Labels.
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The Advanced tab provides the ability to search for a product by product name, and also provides the

Starts With and Contains search options, as shown in steps (1-3) below.
File Sales Orders  DataXChange Reports Setup Help
- - & m N b < 0

Customers MNew Order Find Orders DataXChange Data Transfer Catzlogs Suppliers Upgrade LogOut Bat ™

Main | Advanced

—Label Style

r—Barefoot Dreams : Product Line - All

|1in3 5/8in With Date using S5 Barcode [v]

O & (o i
-  sofff) © e @ coe ot e

Copies I Label Count = 1
Product Mame Copies
Select  SKU p B152-75 | Luxe Ribbed Jersey L/S Herley Nightshit STEE| 1 |

Luxe Ribbed Jersey Tank BLOSSOM
B150-34 Luxe Ribbed Jersey Tank CHAMERAY
B150-75 Luxe Ribbed Jersey Tank STEEL

Luxe Ribbed Jersev Chemise WHITE

Remove Selected Remove All | Preview Labels Print Labels |

¥ Print Prices Number of Labels to Skip | 0 Appx Pages Regd =0.0

v11.1.5862.19918 ”ji Home (F12) |

After printing labels, click Home to return to the Welcome screen.

The print list is saved upon exiting the product labels page. Click Remove All the next
time the utility is launched to reset the print list.

8.2 Customer Lists and Labels
To create customer mailing labels and customer lists that can be exported to Word or Excel, click Setup
on the main menu toolbar. Click Customers, and then click Customer Labels.
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8.2.1 Selection Criteria
Selection Criteria I Select Customerz By 5IC Codes I Select Customers By Customer Group I Cuztomer List I

Add Single Customer

| Orly Confirmed Select Sales Order Yendor W Active Only Clear All |

Active Customers Only

e

—%Sales Order Limits

From [11/21/2016 Criteria
and Clased Sales [ -
I vl All Ord ill b d
[l 11/21/ 201 _I (et il e use Selected Sales Order Yendors
& Who have Sales Orders within date range Selected 5IC Codes
© Who have no Sales Drders within date range 0

Sales Location Selected Customer Type
Y -] < 0

Sales Order $ Amount Limits

T Above S0 % Amount Add Customers
T Below 0 ] To List
% Mo Limit
— Top Customers
Iy ' ' Selected Customers
Al © Count © % Vale [ 0 ] Select All | Unselect All | | - |

Use this tab to (A) simply add a single customer to the customer list or (B) limit the customer list by
various attributes. To add a single customer, click Add Single Customer and notice that the customer is
automatically added to the Customer List tab. Otherwise, specify search criteria to limit the results.
Check Limited By Sales Order Activity to see the Sales Order Limits section shown above. After criteria
is selected, add customers to the customer list by clicking Add Customers to List on the right side of the
dialog. You can also add customers by SIC code or customer group using the next two tabs: Select

Customers by SIC Codes and Select Customers By Customer Group. We will move on to the Customer
List tab.

8.2.2 Customer List

The Customer List tab reports a list of customers added based on the criteria specified on the previous
tabs.
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Selection Criteria I Select Cuztomers By SIC Codes I Select Customerz By Customer Emupm
Batch Hame Address Line 1 Addrezz Line City

1 B3390 W d4th dove YWheat Ridoe

Print Customer List

Sort By

* Mame

¢ Zip. Name

= Status, Name

" Status, Zip, Name

Cuszstomer Count =1

Jd I

Double click on the customer wou wizh o rernove from lizt Display Customers —
Delete Customer Label atch Humber E & Al Customers Print Labels
" Good Addresses
Removye Customer: h mizzing addrezz data | Clear All Customers From List ™ Bad Addiesses
Print Customer List Close

Verify all customer information. If any changes need to be made, they must be done in the Customer
Record. To search for customers with incomplete address data, click Bad Addresses under the Display
Customers section. To preview a list of customers displayed in the table, click Print Customer List and
click a sorting option, and then click Preview. As shown below, you can generate an Excel spreadsheet of
the customer list, by closing the Print Customer List dialog, and then click Create Export File.
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Create Customer File | = |

Cuztomer Count
III Available Cuztomer Data
For Exporting

E5.500 max for Excel Spreedshest & ohive

Cuztomer_Codz

Sorthy — Customer_Mame
Address_Line_1
Address_Line_2

City

State

Zip

Country
Cugtormer_FPhone_1
Custormer_FPhaone_2
Customer_Fax
Cugtomer_Email_Address
Lirnit_To_Sales_Rep
Key_fccount

Key Contact_First_Mame
Key Contact_Last Hame
Key Contact_Job_Title
Key Contact_Phone

Key Contact_Phone_E stenzsion
Key Contact_Cel_Phone
Kew Contact Email Addre

! & Customer Name
Lal [Comma Delimited] € Zip Code

Directory Name |

HLS

ile Name

ep One

Select the output data require by entering a Expart Order value againzt each data
element pou require in the list to the right. This value will determing the calumn
order from left taright in the output file. To exclude a data element enter a blank,
wvalue in the Export Order

Step Two

1. Chooze expart file type required
2. Enter the auput file directory name required
3. Enter output file name required

4. Push the "Create File'' buttan

In this dialog, pay special attention to the export directions in the blue fields. First, click an option in the
File Type and Sort by sections. Then, click the ellipses button (...) next to Directory Name and browse to
the location where you want the file to be exported. Enter a name for the output file in the File Name
field. In the Available Customer Data For Exporting table, the values in the Export Order column define
the column order from left to right in the exported file. If the field is blank, the customer data does not
export. Click Create File to proceed, or Close to return to the customer labels dialog.

9 Catalogs

Click Catalogs on the main icons toolbar to browse vendor product images and catalog pages. You
cannot generate orders from these pages.

%
- & o
Customers MNew Order Find Orders Data¥Change Data Transfer

Y <

Suppliers Upgrade LogOut Bat ™
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This launches the Browse Catalog dialog, as shown below.

Save/Close

2013 catalog

oo - - e PR Ml ot
P 5 &

@9 2013 Catalog
Barefoot Dreams ” Reach Demo2

Ship Ends 1/1/2099

Click a catalog cover to display the products in a grid view. Otherwise, click the book icon (@) beneath
the cover page to display the products in a catalog view where you can flip through the catalog pages.
Note that you also have Reports and Suppliers as options on this dialog. You must open a catalog in
order to click Reports. For information about viewing catalogs, generating product reports, and the
Suppliers page, please see sections Catalogs, Reports, and Suppliers above.

Click Suppliers on the main icons toolbar to view suppliers and current promotions.

&= - 2 L LD Tl %,

Customers MNew Order Find Orders DatsXChange Data Transfer Catalegs PSuppliersH| Upgrade LogOut Exit ™

Click a supplier listed in the Suppliers table to see further detail such as payment terms, shipping

methods, and product lines. For information about the Suppliers page, please see section Suppliers
above.



11 Upgrade

Click Upgrade on the main icons toolbar to download the latest version of Play for PC.

s & O 1] -«

—_
Customers Mew Order Find Orders Data¥Change Data Transfer Catalogs Suppliers logOut Bat ™

Note that updates are applied automatically during a data transfer.

12 Help
12.1 MyBrandwise

To view your company website as shown below, click mybrandwise on the Help menu.

Version 11 Tech Tips, Release Notes, and
Known Issues

Brandwise is happy to announce the release of Version 11! Brandwise is providing comprehensive videos
and documents that will guide you through the functionality, enhancements, and new and improved features
of Version 11. Everything that a Modermn Rep needs to know about Version 11 with updated documents and

videos is available here by clicking on the icon below:

Click the gray icon to view help documents.

12.2 help.brandwise.com
To launch the Brandwise Customer Support Center, click help.brandwise.com on the Help menu. You
can find information about how to contact support, as well as browse helpful how-to articles.

13 Appendix A: System Requirements

See the document, “SYSTEM REQUIREMENTS” located on the Brandwise website at
http://www.brandwise.com/ under Resources.

14 Appendix B: Sales Analysis

Users are encouraged to utilize the latest version of Sales Analysis, which is launched by clicking Reports
on the main menu toolbar, and then click Sales Analysis (BETA). To proceed with the older Sales
Analysis utility, click Reports on the main menu toolbar as shown below, and then click Sales Analysis to
launch a dialog that guides you through the report setup.
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Gl ARSI @ Do you wish to clear all limiting criteria
#¥ Sales Analysis (BETA)
Report Menu

To generate a brand new report, click Yes to clearing the limiting criteria as shown above. The next
sections discuss the series of tabs at the top of the dialog.

14.1 Select Report Content

Use this dialog to limit the report content and save the limit settings to a template for future use. To
generate a new report click the Select Report Content tab, optionally specify additional limits on the
remaining tabs, and then finish with the Templates tab.

Your Sales Orders Only

Select Heport Content { Agency Limit | Yendor/Product Limit | Customer Limit | Ship To Limit | Teritory Limits | Templates |

ele Limit To Sort By NP Clear
Level 1 | Custamer [Bill To] Type| Best vl Count| 10 | On Ii—'l E £|
Level 2] Product Line (&) Alpha O Highest $ (0 Highest Oty EI
Level 3| Current Sales Rep (#) Alpha ) Highest $ (0 Highest Gty

Sales Order Date Range (=) Sales Order Date () Ship Date ( Cancel Date
Sales Orders Salez Orders
Status To Include | [Types To Include
O Pendin Road
0 e q - Ml StartDateluggggmg "I - No Date Limi
5] o Date Limit
Confirmed Diirect Set to Today | End Date |12;2;2015 vl
U Cancelled Shaowraann
Clozed Other Please note:
K.ey Account For a wear over pear report the current year = start date to end date az inputted abowe
and the previous year = curent year dates 1 pear earlier.
| [ Mew Customers Orly | Therefare the cument year can be no more than 365 days long for a year over repaort
Print Report Criteria | User Template |
Report Data Limitations Set | <]

Booked Analpsis LCloze [F12])

The Select Report Content tab details the main report information. In the Selection table shown above,

three report levels are selected:

(1) Customer Bill To
(2) Product Line
(3) Current Sales Rep
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The levels act as a hierarchy such that Level 2 only displays information that also meets the selection
criteria set for Level 1. Likewise, Level 3 only displays information that also meets the selection criteria
for Level 1 and Level 2.

Regardless of the levels chosen, the report includes a sales total. In the Limit To section, Level 1 can be
limited to a Type of Best or Worst. In the image above, Level 1 limits the customers to a type of Best,
with a Count of 10 which means the top 10 customers who spent the highest dollar amount. If you want
to see the top ten percent instead, click % on the On menu. In the Sort By section, you can sort the level
selections alphabetically, by highest price, or by highest quantity. When NP is checked, every Level 1
begins on a new page. Select an option in the Sales Order Date Range section, and then specify the start
and end dates or click No Date Limit. The User Template menu lists previously defined templates. The
Booked Analysis button is discussed in Submit Report at the end of this section. For now, click the
Agency Limit tab at the top of the dialog.

14.2 Agency Limit

Your Sales Orders Only
Select Report Cuntenenduh"Pmduct Limit | Customer Limit | Ship To Limit | Termritory Limits | Templates |
[ Agency | | Sales Rep | Order Taker |
Wisebrand Agency Billie Holiday
Iris. Tomlinson
Miles Davis

Select Al Urzelect Al

Select Al Select Al | Unselect Al AJd Selected

Unzelect Al

Select Al I Urzelect Al I Remaowe Selectedl Select Al I Unzelect Al I Remowe Sel. I Select Al I Unzelect Al I Remowe Sel I

ales Location [ Sales Rep Type | Limits
Sales HED T Order Taker —
¥ Cunent Sales Rep & Active & Active
" riginal Salzs Fep oAl o Al

Booked Analyszis

Close [F12]

Use this tab to limit report data by agency, sales rep, order taker, and sales location. The available
limiting criteria are listed in the yellow fields. To use them as limiting criteria for the report, move items
to the blue fields. To move items, highlight them individually or click Select All and then click Add
Selected. When all agency limits have been set, click the Vendor/Product Limit tab.
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14.3 Vendor/Product Limit

Select Report Content

Achive Vendor: Un Select Vendor for Praduc

1=t

=]
Yendors Product Lines Products

Earefoot Dreams - [

Boelter Brands

Floor 3

K'NEX

Lifetime Brands

Mozs Studio

Reach Dema_1

Reach Dema?
jm} L [ ) e £ ¥

Select Al Unselect &l | Add Selected Selectall | Unzelectall | Add Selected Select Al Unzelect Al Add Selected

SelectAIII Unzelect .&III Femaove Sel I SelectAIII UnselectAIII Remowve Sel. I Select &l I UnselectAIII Remove Selected I

Use this tab to limit report data by vendors, product lines, and products. Highlight items in the yellow
fields and move them to the blue fields by clicking Add Selected. The two checkboxes at the top of the
dialog limit the results to Active Vendors and Active Products. The two menus at the top of the dialog
are for selecting a vendor and product line. A Pick List is just a product list. Click Open Product Pop-up
Pick List to create a list of products to add to the yellow Products field.
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Active Yendors Only . Active Froducts Only

Product Line or blank for no limit
— Product SKU
SKU or blank for no limit |
* Equal to () Starting with ¢ Containing (' Ending With

— Product Mame

Hame or blank for no limit | | C |

* Equal to () Starting with ¢ Containing (' Ending With

Create Pick List | Sontby & SKU ¢ Product Mame  Products Found |I|
Products

Sk | ProductM ame

SelectAll |  Unselect All |

Add products by entering product SKU or name and click Create Pick List. The yellow Products table
reports the products found based on the criteria. Highlight products in the table and click Add Selected
to proceed or click Close to exit the dialog. When all product limits are set, click the Customer Limit tab
at the top of the dialog.
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14.4 Customer Limit

our es ers LUn

Select Report Content | Agency Limit | Yendor/Product Limit hip To Limit | Termitory Limits | Templates |
Your Customers Only
Mame [ &ddress [ City
Brazs Armadillo dntique kall 11301 ' Interstate 70 Frontage Wheat Ridge
Harrigt's Treadle Arts B3390 44th Ave Wwheat Ridge
Lavender & Lace T397 ' 44th St Denver COo - . o
Parcelsin Placs 7397 '/ 44th Ave WheatRidge | CO Search By |~ Sort By
Stacy'z Hallmark, Shop 5111 Kipling St #8500 Wheat Ridge [min ] & pame @ Mame
Swizz Flower and Gift Cottage 93400 44tk Ave Wheat Ridge [min ] r Ciy C Ciy
" State  State
= Zip  Zip
Select Al Unselect &1 | J—
% Starting ‘With
™ Containing
_
ustomers Found
Select Al I Unselect &l I Remove Selected I

LCloze [F12])

Use this tab to limit report data by customers. First, specify customer search options on the right side of
the dialog. You can also type customer information in the Search String field, and then click Search. To
see a list of all customers, leave the Search String field empty and click Search. Note that Active Only is
checked by default, uncheck it to display inactive customers as well as active customers. Highlight items
in the yellow field and move them to the blue field. When all customer limits are set, click the Ship To
Limit tab at the top of the dialog.
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14.5 Ship To Limit

Your Sales Orders Only
Select Report Content | Agency Limit | Yendor/Product Limit | Customer Limit = ohp 1o Limit ST earritory Limits | Templates I
State (Ship Ta) eyl s
ca

Co Wheat Ridge 20033

LCloze [F12])

Booked Analpsis

Limit the report data by state, city and zip code by adding items from the yellow fields to the blue fields.
Click S to select all items in the list, U to unselect all items, and A to add the selected items. Filter items

listed in the yellow City (Ship To) and Zip (Ship To) fields by a state in the Limit City And Zip Pick List By
State menu. Next, click the Territory Limits tab.
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14.6 Territory Limits

Your Sales Orders Only
Select Report Content | Agency Limit | Yendor/Product Limit | Customer Limit | Ship To Limit
Termitory
‘endor Region [ Customer Region [ Teritary
L5a, Colorado Colorado-Retail-lris
L5a, Colorado Coloradowholezale-Miles

Select Al | Unzelect &l | Ad d

Select Al Unselect &l Remowe Selected

Pleaze nate if you limit Sales Orders by Temitory only Sales Orders completed by a Teritory Salez Bep will be included in the repart. Al S ales Orders
completed by a Sales Fep who was directly assigned to a customer are excluded

Booked Analyszis Close [F12]

Territories are generated by your system administrator. Add limiting territories to the blue field. If you
choose to limit by territory, then only sales orders completed by a Territory Sales Rep are included in the
report. That means sales orders completed by a sales rep who is directly assigned to a customer are
excluded. If the report does not look accurate, your home office may need to perform a territory
replacement. If territories are changed, the territory replacement process must be executed to impact
past sales orders with current territory setups. Finally, click the Templates tab.
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14.7 Templates

Your Sales Orders Only

Select Report Content | Agency Limit | Yendor/Product Limit | Customer Limit | Ship To Limit | Termitory Limits

Description |Miles Daviz - Sales Analysis

Selection Limit To Sort By
Lewvel 1 | Cugtomer [Bill To] ;' Type| Bl vI I:Duntlil Dnli_vl & Alphabetic € Highest $ © Highest Gty Q
Level 2 | Current Sales Fep | & Alphabstic © Highest$ ¢ Highest Q| c|
Level 3 | Driginal Sales Fep | & Alphabetic © Highest$ ¢ Highest Q| c|

Sales Orders To Include

Salez Orders Types To Include

O Pending
O HFC

Confirmed
[ Cancellzd

Clozed

Customer [Bill Ta) Product Line Current Sales Rep

Road
Shi

Direct
Shawraan

Other
Key Account

Sort By

o
Level1 | Customer [Bill Ta) | Count| 10 | On| % vl % Alphabetic ¢ Highest $ © Highest Oty
Level 2 | Praduct Line | ¢ Alphabetic ¢ Highest $ € Highest Oty
Level 3 | Current Salez Rep ;l & Alphabetic © Highest$ ¢ Highest Gty

Sales Orders To

Salez Orders Types To Include

O Pending
O HFC

Booked Analpsis

Confirmed
O Cancellzd

Clozed

Create Template From Active Report Specification

Road
Shi

Direct
Shawraan

Dther
K.y Account

LCloze [F12])

To use the limiting criteria specified on the tabs for future reports, save a template by clicking Create
Template From Active Report Specification. To create additional templates, click Add New Template,
and then type a name in the Description field and specify the limiting criteria. If multiple templates
exist, a vertical scroll bar appears on the right side of the dialog. Delete a template by clicking the red
cell to the left of it. Note that a template cannot be deleted if the Description field is empty.

To load an existing template, click the Select Report Content tab again and select the template name
from the User Template menu. The only field that needs to be specified each time you generate the

report is the date range.

14.8 Generate Rep

ort

Our final step is to generate the report. As shown below, click Booked Analysis at the bottom of the

dialog to preview and print the report.
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Selection |
Level M Rollu
Level 2 T S
Level 2 ] Roll-up Inactive

. Create Template From Act

Booked Analysis You can create a single row containing the totals of all inactive
items within a selected level. |.LE. you chose ¥endor for level 1,

by checking the "Roll-up Inactive” on level 1 all the Vendor
data for all the inactive Yendors will be rolled up into a single
row with the title of “Inactive Yendor Roll-up.”

Please note that not all selections can be rolled up. For those
selections there will be no "Roll-up Inactive” Check Box.

If Roll-up Inactive is checked, the report displays a single row containing the totals of all inactive items
within a selected level. For example, if Vendor is selected in the Level 1 menu, and Roll-up Inactive is
checked, all data for inactive vendors is rolled up into a single row. Note that not all levels can be rolled
up. Specify whether to generate the report on just the date range specified on the Select Report
Content tab, or Year over year. If Year over year is selected, you can compare this year’s numbers to
last year’s numbers, within the date range specified. Then, click Preview or Print.

The output file type is determined by your default printer. If a preferred file type is not
available, check the default printer setting. The setting is located on the Report Menu

dialog (see section Report Menu).

Click Close to return to the Welcome screen.
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Supplier/Vendor/Manufacturer

All of these terms refer to the same thing. A
supplier/vendor/manufacturer is the one
receiving sales orders for their product.

Pending Order

The order is not finished and is not submitted
anywhere

HFC Order

Hold For Confirmation - the order is finished but
requires approval before it can be confirmed and
submitted to the vendor

Confirmed Order

The order is finished and submitted to the
vendor

UPC barcode

Universal Product Code barcodes are mostly used
in the United States to label and scan consumer
products. The UPC-A variation encodes 12
numerical digits and uniquely identifies a product
for retail checkout. It encodes the Global Trade
Iltem Number (GTIN-12) and is also used by
retailers to identify privately owned brand
products sold only in their stores. The UPC-E
variation allows the use of U.P.C. barcodes on
smaller packages where the UPC-A may not fit.

It utilizes a zero-suppression method to compress
the Global Trade Item Number (GTIN-12) into an
8-digit format. Reference:
http://www.gslus.org/standards/barcodes/ean

upc)

SS| barcode

Showroom Solutions Inc. is a barcode generated
internally by Brandwise. If you do not have
product barcodes, and want to scan products for
whatever reason, you can select “SSI” so a
barcode is generated for you. It is not a barcode
that is valid outside of the Brandwise system.

ISBN barcode

The International Standard Book Number (ISBN)
is a 13-digit number that uniquely identifies
books and book-like products published
internationally. The purpose of the ISBN is to
establish and identify one title or edition of a title
from one specific publisher and is unique to that
edition, allowing for more efficient marketing of
products by booksellers, libraries, universities,
wholesalers and distributors. Reference:
http://www.isbn.org/fags general questions

Code 39 (30f9) barcode

Code 39 is a common barcode type used for
various labels such as name badges, inventory
and industrial applications. The symbology of the
Code 39 character set consists of barcode
symbols representing numbers 0-9, upper-case



http://www.gs1us.org/standards/barcodes/ean_upc
http://www.gs1us.org/standards/barcodes/ean_upc
http://www.isbn.org/faqs_general_questions

letters A-Z, the space character and the following
symbols: -. S / + %. Reference:
www.idautomation.com/barcode-fag/code-39/
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http://www.idautomation.com/barcode-faq/code-39/

