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Corporate Settings

Corporate Settings is broken into 5 sections. They are all found in Setup> Corporate Settings:

Setup | Help

Wendors
Froducts

Custarmers

rfig

Rep Group: Shows information for each rep group
Personnel: Shows information for each user of the system
Menu Config: Sets each users permissions in the system
System Config: Sets system settings throughout

Local Settings: Sets certain defaults throughout the system

- &%

Browse Catalog  Suppliers

Corporate Settingz

Fre/Post Show Setup
Accounting Periods
Froceszs End OF Day
Flay

{D izion

Rep Group

Perzonnel

tenu Config

System Configuration

Local Settings |

(=ann =

LK IE

T T T T =TV

FORTLAND

Rep Group

Rep Group is used to identify what information displays on the orders and to quickly view a
list of personnel and vendors assighed to each rep group.

Setup | Help

Wendors
Products

Cuztomers

lnfig

To enter rep group data go to: Setup> Corporate Settings> Rep Group

- [

Browse Catalog  Suppliers

Corporate S ettings

Pre/Pazt Show Setup
Accounting Periods
Proceszs End OF Day
Play

{D Wizion

Fep Group |

Perzonnel
tenu Config

System Configuration

Local Settings |

L=gpn | = T OTT T

B LK IE PORTLAMD
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General Information Tab

Agency - Reach Summit Dermo

Find Group |Heach Summit Dema ;I O InHouse Only
G I Inf b | P 1 1 Vendors ] Sales Order Configuration |
Company Name \Heach Summit Demo |
Address 1 2 | Phone 1 [303788-9570 |
Address 2 ‘N/A | Phone 2 ‘N/A |
City ‘Lakewond | Fax ‘N/A ‘
State CO vl COLORADO
Zip 20228
Email Address ‘Nx’»’-\ |
“Web Site [N |
Add / Update Information From Brandwise Display 551 Data LClose [F12)
Agency - Reach Surmmit Demo
Find Group ‘Heach Summit Demo ;l O InHouse Orlp
G I Inf i P | | Vendors | Sales Drder Configuration |
First Hame Last Name Active Job Title -
| Administrator Admin A dministration :
Greg Ford Sales Rep Display
Josh Fiadcliffe 1 [SalesRep  Active Only
Karen Radclif= Sales Aep P T—
Peter Sustr Sales Rep E
5 am Sundby [&.dministration
Todd Litzman Sales Rep
Tyler Sundby A dministration
Add / Update Information From Brandwise | Display 551 Data Close [F12)

The Rep Group general
information is the information
which prints on all sales order
copies.

If you have multiple rep groups,
you can select the correct one
from the dropdown. This tab
allows you to edit the
information that will show up on
the sales orders.

Personnel are all the users’ setup
in the system that have access to
login for different purposes.
Personnel consist of sales reps,
back office administrators, data
entry, showroom managers, sales
managers, etc. . The assignment
and setup of personnel is under
the personnel setup section.

The personnel tab is a quick way to view all personnel assigned to this rep group. You can
activate or inactivate a personnel record by checking or unchecking the box on this

screen.
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Vendors Tab

Agency - Reach Surnrmit Derno

List of vendors assigned

Find Group |F|eac:h Summit Demao

;I O InHousze Only

" General Information ] Personnel Yendors | Sales Order Configuration |

Yendor Yendor Code Status i‘
Apparel LAZY ONE R4 Active
Apparel Tea Collection FR1ME Active
Apparel Tip Toey R1k5 Active
Arteriors RirM20 Active
BUILT R1M14 Active
Depot of Fumnishings R1M1E Active
Fred & Friends R1M13 Active
Gift &nine T aintor R1k2 Active
Gift True Utiliey R1M3 Active
Golite R1M12 Active
Home Article 24 R1M7 Active
Horme Guild b aster R1Ma Active
Jellpcat R1M15 Active
LEANIN TREE R1M22 Auctive
Lifetime Brands R1M18 Active
Active Yendors in this Rep Group = 20 | j

to the rep group. The
assignment of vendors to
a rep group is managed
thru the submission of a
new vendor request to
Brandwise.

The vendors tab wiill
display all vendors
assigned to the rep
group and allow you to

Add / Update Information From Brandwise

Dizplay 551 Data

Sales Order Configuration Tab

Agency - Reach Surnmit Demo

Closze [F12)

Find Group |F|each Summit Demo

;I [ In-House Only

G 1 Inf H ] P || ¥endors Sales Order Configuration |

Sales Order Footnote [Limit to thiee lines)

] —

Houze Fep  [Gireg Ford

Ej

Sales Order Logo

Graphics File Name |Sale:Orderlogo_1.jpg

Display 551 Data

Add / Update Information From Brandwise

LClose [F12)

enter a vendor code for
each.

An order footnote and logo
can be added per rep group.
This information will then print
on the sales order printout for
the rep group.

The sales order configuration
tab allows you to set a
default logo, house rep, and
sales order footnote, for each
rep group. All of which wiill
show up on the sales order.

NOTE: Each rep group will need to be set up individually and can
have its own logo. However, vendors and personnel can be
assigned to multiple rep groups.
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Rep Group

Rep Group is used to identify what information displays on the orders and to quickly view a
list of personnel and vendors assigned to each rep group.

To enter rep group data go to: Setup> Corporate Settings> Rep Group

Zetup | Help
Wendors » l = ﬂ:m
Products p pfig  Browse Catalog  Suppliers
Customers [

Corpaorate Settings 4 m Rep Group |
Pre/Fozt Show Setup 8. Persornel I

Accounting Periods & Menu Config
Process End OF D ay ﬂ System Configuration |
Play k Local Settings

() Vision BUIKIE PORTLAND

General Information Tab

The Rep Group general information is the information which prints on all sales order copies.

Agency - Reach Surnmit Dermo

Find Group |Heach Surmmit Demno ;I O In-Houze Only

General Information | Personnel ] Vendors ] Sales Order Configuration |

Company Hame |Fleach Summit Demo |

Address 1 | |ESEERNEEFUETLEN- Phone 1
Address 2 [N/A | Phone 2
City |Lakewnu:|d | Fax
State ca v||CEILEIFIADD |

Zip 80224

Email Addresz |N.‘A |
‘Weh Site |N£.-“-‘-. |

Add f Update Information From Brandwise Display 551 Data Closze [F12]

If you have multiple rep groups, you can select the correct one from the dropdown. This tab
allows you to edit the information that will show up on the sales orders.
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Personnel Tab

Personnel are all the users’ setup in the system that have access to login for different
purposes. Personnel consist of sales reps, back office administrators, data entry, showroom
managers, sales managers, etc. . The assignment and setup of personnel is under the
personnel setup section.

Agency - Reach Surmmit Demo

Find Group |F|eau:h Summit Dema

-1 O InHouse Only

" General Information  Personnel | Vendors | Sales Order Configuration |

First Mame Last Mame Active Job Title
Administrator Admin Administration
Greg Fard Salez Rep
Jozh Radcliffe O |5alesRep
K.aren Radcliffe Sales Rep
Peter Sustr Sales Rep
Sam Sundby Administration
Todd Litzman Sales Rep
Tyler Sundby Adrninistration

Dizplay
" Active Only

Add / Update Information From Brandwize

Display 551 Data

Cloze [F12)]

The personnel tab is a quick way to view all personnel assigned to this rep group. You can
activate or inactivate a personnel record by checking or unchecking the box on this

screen.
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Vendors Tab

List of vendors assigned to the rep group. The assignment of vendors to a rep group is
managed thru the submission of a new vendor request to Brandwise.

Agency - Reach Surnmit Demo

Find Group |F|each Summit Demo LI O In-House Only
' General Information ] Personnel Yendors | Sales Order Configuration |
Yendor Vendor Code Statug i‘ Th even d ors tab Wi ”
Apparel Lay OMNE F1kd4 Active H
Apparel Tea Collection R1ME Active dISplay a” VendorS
Apparel Tip Toey R1M5 Active assigned to the rep
Arteriors Fit20 Active
chive
BUILT RTHTe ot roup and allow you
Depat of Furnizhings R1M1E Active
Fred & Friends RTMT3 Eciive to enter a vendor
Gift &nne T aintor R1M2 Active COd e for eaCh
Gift True Utility F1m3 Active
Golite R1M12 Active
Home Article 24 F1k7 Active
Home Guild b aster F1k8 Active
Jellypcat F1M15 Active
LEAMIMN TREE R1M22 Active
Lifetime Brands R1M18 Active
Active Yendors in thizs Rep Group = 20 | j
Add / Update Ink tion From Brandwi | Display 551 Data Close [F12)

Sales Order Configuration Tab

An order footnote and logo can be added per rep group. This information will then print on
the sales order printout for the rep group.

Agency - Reach Surmmit Derno

Find Group |Heach Summit Dema LI O InHouse Only

N 1 Inf b .] P | | Vendors Sales Order Configuration |

Sales Order Footnote [Limit to three lines)

Sales Order Style | 3| House Rep [Greg Ford 3|

5ales Order Logo Graphice File Name |SalesOrderlogo_1.jpg

Add / Update Information From Brandwize Digplay 551 Data LCloze [F12)

The sales order configuration tab allows you to set a default logo, house rep, and sales
order footnote, for each rep group. All of which will show up on the sales order.
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Personnel

Personnel setup consists of adding all users that have the ability to log into the system. These
users can be sales reps, managers, administrators, data entry etc. Anyone who will log into
the system should be setup as a personnel record. There are several pieces of important
data that needs to be setup for each user (personnel record) on the system. The following is
information which pertains to each personnel record in the system.

To enter personnel data go to: Setup> Corporate Settings> Personnel

Setup | Help

Wendars b L - len
Products » fig Browse Catalog  Suppliers
Cuztomers ]
Corporate Settingz » | Rep Group
Pre/Post Show Setup |ﬁ'§ Persannel 1
Accounting Periods q—P tMenu Canfig
Process End OF Day B System Configuration :
Flay » Laocal Settings |

() ision BUKIE PORTLAND

Personnel Setup

Personnel Setup Click on the Find By Name

Find By Name I | r Limit By Rep Group | ;l_ﬂ

Active Only|Name [Job Titie [Rep Tupe [Fiep Group dropdown to locate current
Adrninistrator Adrnin Adrministration Reach Summit Dema —
Greg Ford Sales Rep Reach Summit Demo
F.aren Radcliffe Sales Rep Reach Summit Demao pefsonne| I’eCOI’dS Once yOU
Peater Sust Sales Rep Reach Summit Demao
Sam Sundby Administration Reach Summit Demao 1
Todd Litzman Sales Rep Reach Summit Demao SeIeCt a person! thelr
Tyler Sundby Administration Reach Summit Diemo

information will be loaded into
the personnel data screen.

Add New Person Remove This Personnel Record Close [F12)
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Personnel Data

Personnel Record For Todd Litzman

Find By Name | -] r Limit By Rep Group | ] el
Active Only [ Sort by Rep Group [ Mot in Rep Group

Fersonnel Data | Rep Groups | Staff | Vendor Rep Codes | Default Vendors |

Active

S

First Name Phone l:l
Last Name W‘ Fax |:|
Address 1 Pager l:l
Address 2 CellPhone[ |
City | | Mail List O

State - I Zip Email |t|itzman@brandwise.com
Job Title |Sales Fep ;l

M anager | ;l

Start Date l:l
Termination Date |:| Humber of days after termination to get commission |:| [Blank = Unlimited)

Last Comm. Date l:l

Commission Sharing |Yes ;l 551 Sales Rep ID
System Password: l:l Limit To Yendor | ;l

Add New Person Bemove This Personnel Record Close [F12)

General Information

General information consists of the personnel address, phone, fax, email etc. This
information prints on the sales order so it is important that is accurate.

Job Title: The job title describes how the user will use the system and if the user is entitled to
commissions.

= Administration: An administrator is users which will administrator data or is a data
entry person. User’s setup as administration will not be paid commissions.

= Manager: Manager is used only if a user needs Play for PC for reporting purposes

only. If a sales manager also has assigned customers or a territory then their job title
should be sales rep.

= Order Taker: An order taker is a user which is not assigned a territory or customers
and only writes orders. The order taker can receive commissions based on the
commission rules setup for the sharing rep. An order taker cannot receive
commissions as a main territory rep.

13 Page



= Principle: A principle is a user which will have rights to see data for reporting
purposes only. A principle will not be assigned to a territory or customer, nor will they
be paid any commissions.

= Sales Rep: A sales rep is a user which is assigned a territory or customers and is paid
commission based on these assignments. Sales reps will then be assigned to the
appropriate commission rule.

NOTE: Different security access levels can be assigned based on the
user level and are not assigned based on the job title

Manager: Personnel can be assigned a manager, the manager is then able to view and
edit all the personnel that is assigned to them.

Start Date: Date the sales rep started with your agency.

Termination date: Date rep has been terminated. This date can then be used to determine
how many days the rep receives commission after their terminated date.

Number of days after termination to get commission: The number of days after the
termination date of when the rep receives commission can be entered in this field. If this
field is populated then part of the end of day process will determine if there are any open
invoices to be paid to this sales rep and change the rep to the current rep in the territory.

Commission Sharing: Commission sharing is used if the person who writes the order has the
rights to share commission with the main sales rep on the order or the agency house rep.
Commission sharing does not apply to the main territory rep on the order. The commission
sharing is based on the rules setup under the commission setup section.

Types of Sharing

Yes: The order receives commission sharing; the commission will be shared with the
territory rep.

Commission goes to rep group house: The order taker share goes to the house rep
rather than the order taker. (Ex: Show temp writes an order for a road rep’s account and
there is a commission split that gets paid to the house rather than to the temp rep)

No: The order taker does not get any commission share on orders. This only applies to
the rep as an order taker and not as the main rep on orders.
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System Password: The system password for each personnel record is the password the user
will use to log into the application on their local database as well as in the showroom. The
password defaults to be the word ‘password’ when the system is initially setup and can be

changed by the administrator at any time. It is highly recommended that you change each
personnel record’s password

Limit to Vendor: Limit to vendor allows you to assign only one vendor to a user. This will limit
the user to only seeing one vendor’s data for ordering and reporting purposes. An example

of when to use this is for vendors that come to your showroom can be setup on the system
to take orders but only see their own data.

Rep Groups Tab

Personnel Record For Todd Litzman

Find By Name| ;I - Limit By Rep Group | ;Iﬂ
Active Onlp [ Sort by Rep Group [ Mot in Rep Group

' Personnel Data Rep Groups | Staff ] Yendor Rep Codes ‘ Default Yendors |

All personnel records need to
Rep Group That Todd Litzman is in .
Rep Group Sales Rep Type N be assigned to a rep group

each Surnmit D e

even if there is only one rep
group. Then a user can also
be assigned a rep type per
] group for reporting purposes.

Add Hew Person Bemove This Personnel Record Close [F12)

All personnel records need to be assigned to a Rep Group. You can select multiple rep
groups for a single user.
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Staff Tab

The staff section will list any personnel a

Personnel Record For Todd Lizman

manager is assigned. Personnel can Find By Name

also be added from this page if the Personnel Data | Rep Groups Stalf | Vendor Rep Codes | Default Vendors |

manager has multiple people reporting

to them. '

P e
Active Only L[] Sort by Rep Group [ Not in Rep Group
[ Staff directly reporting to - Todd Litzman [Sales Rep) |
Name [ Job Title Rep Group |
Greg Ford Sales Flep Rieach Summit Demo

The staff tab will allow you to add a

staff member to this user. To add staff

Double click on Mame to remove fiom list

members select them from the Add
Staff Member dropdown. The user will
be able to see all orders from their staff
members.

Vendor Rep Codes Tab

Add Staff Member

Staff Mame [Job Title [ Current Manager
Administrator Adrmir Administation
K.aren Radclitfe Sales Aep
Peter Sustr Sales Rep
Sam Sundby Adrministration
Ren Tylsr Sundby Adinistration

A vendor rep code can be added to the personnel record to track each vendor/sales rep
number if one is assigned. This number will then be listed on the sales order printout and be

sent to the vendor as part of the order transmission.

Personnel Record For Todd Litzman

Active Only [] Sort by Rep Group [ Mot in Rep Group

Find By Hame | | r Limit By Rep Group |

Yendor Codes For Todd Litzman

" Personnel Data ] Rep Groups | Staff  Yendor Rep Codes | Default Yendors |

Outdoor YWendor - (oM

H Yendor Yendor Rep Code «

Active Yendors Only

Add Hew Person

Bemove Thiz Personnel Record

Cloze [F12)
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Default Vendors Tab

Default vendors are used if you have reps assigned directly to customers for a group of
vendors.

Personnel Record For Todd Litzman

Find By Name| ;l - Limit By Rep Group | ;lﬂ
Active Only [ Sort by Rep Group [] Mot in Rep Group

Personnel Data | Rep Groups | Stalf | Yendor Rep Codes Default Vendors |

| Default Vendor List for this Person used for Customers |

Yendor -

Number of Customers
Yendors that this
Person iz linked to

[0 ]

Add Mew Person Bemove This Personnel Record Close (F12)

When new vendors are added to the reps package then you can add the vendor in the
default vendor it the system will then update all the customers assigned to the rep with the
rep’s default vendor list.
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Menu Configuration

Security and access levels will be setup under Menu Config. Access levels are setup by user
group definitions. The system can have unlimited number of user groups, defined by the
agency. All active users are assigned to a user group to determine what the user can see
and do on the system.

To open Menu Configuration go to: Menu Config in the menu bar or Setup> Corporate
Settings> Menu Config

Setup | Help

Wendaors b - len
Products y pnfig  Browse Catalog  Suppliers
Custarmers 2
Corporate Settings » | Rep Group
Pre/Post Show Setup € Persornel 1
Accounting Periods |q—P tMenu Canfig
Process End OF Day B System Configuration
Play » Local Settings |

() vision UKIE PORTLAND

Menu Config has two aspects to the setup of the user permissions; user group definitions
and menu settings. Each of these are explained in the next two sections.

Personnel
This is where you assign a user to a specific group. Each group has its own specific
permissions.
Personnel ‘ User Group Definitions |
Personnel User Group Association
Last Mame First Mame User Group
Admin Administrator Admin
Ford Greg Admin
Litzman Todd Admin
Radcliffe Karen Admin
Sundby Sam Bdmin
Sundby Tyler

Sustr Peter Description

REP

A user must be added in personnel and active to be assigned to a group.

Click on the User Group to display the dropdown to assign the User Group.
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User Group Definitions
User group definitions define are settings to give different permissions on what data a user
can see and have access to edit etc.
An unlimited number of user groups can be created and assigned to different permissions
settings. Once user groups are set up then each personnel record will be assigned a user

group accordingly.

e n  Reports  PacketElte  Setup  Help

Sales Oeders  DataXChange  Wendor Syne
Prrzonnel Lo Group Definitions |
Uzer Groups: Ulzer Groun Pesmissions Fou S ales Feps
Descriptice E

| User Groue Desciption

= | REF

View Permission Settings for the details on each permission.

AR Customers aie visibie 1o usee on 3 Fioad System
AN Cushormars mim vis R Y -

Ui can Edit Customer data (M thes 15 disabled ther the uis car
User can Delete Customads

/Al Customers inchuded when nunning the Sales Analis Rleports
Uses can £t Contumed Sales Orders

Ut e e levecmcn dal on Soles Cider stteen

Usei can orly vel Vendos within the Customers Tenitory (Rosd]
User can only sel Vendons within the Customers Tamtoey [Shov
User has Full Edit on Sales Ordess and Customers

User can Login to Commission Track and Edit Key Commissons
Usen can Loge: b Gosks

Ulemi cian ko8 Gacants il [Masd b *=Logr o Goals'™ peinms
Usar Can Edt/Changs the S ales Order Date

User Can Flun the End Of Disy Process

User Can'View E stimated Commizsion On Sales Diders

Ut Can Close Accounl Penods

Ut s Vo Flmshrcie] Cuslesmms

Uen Can view orders an opening sceeen when in show mode
Usen can view ooder totals and order count on exshng orders wh
User vl see the Invoice Commiztion Paid Data on the Invosce 1
Usen wall be Toeced 1o s the Quick Seanning Inales in Focket
Al e 1 wrsee Siraghes Ovcdes E vy Mk 1 PrachelE b

Lirrst the U'sew 1o Oindy use Single Osdes Ertiy Mode in FockelE i
Pocketl e shoves Shipping Addrescas ons ot & time nstead of |
Adows the User to create & Multi Diooe Diden

Alowrs the User 1o make any assortment kst vievwable by all reps,

User can ddd & new Biling Addess
User can Edi Billng Address
LUzt can Add Shippeng Address

Ui can o Shapgmng Ackcboss
Usen can edl Rep Group on Sakes Oider
Uzer can see &l thow oiders

Adding/Deleting User Group

\ﬁ.ik\\'\‘ki\'\‘\ﬁ.k\*\\ﬂi\\\ﬂﬁﬂk\ﬁ&ﬂ&\\ﬁ&k%

Adding a new User Group is done in the User Group Description section on the left.

= Click on a field to type in your User Group Description.
= Click the delete icon to remove User Group
Enabling/Disabling Group Menu Permissions

To turn on a permission setting click in the enabled box.

. Permission Enabled

] ® Permission Disabled
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User Group Menu Permissions
The User Group Menu Permissions will assign the group to have Edit privileges for the
selected editor.

Sales Qrders | DataXChange  Vendor Sync  Commission  Reports  PocketElite  Setup  Help
Mew Dider ns |

Find Orders User Group Pemissions For REP
Surmary Sales Order Description Enabled

Sales Order Imporker All Custamners are visible to user on a Road System J
Mew Multi Daor Order All Custamers are visible ta user on a shawroom spstem «
User can Edit Customer data [If this is dizabled then the user cay "

g D> N x L R

Didlars Missing Customers

. - A .
Edit: A pencilicon = will appear next the editor name

Revoked: A red icon a will appear next to the editor name

NOTE: Each user group must be setup before you can assign
personnel to the group.

Permission Settings

All customers are visible to user on a road system

When user logins to their road system they will have the ability to see all customers. The user will
be able to see all customers even if the customer does not fall into the user’s customer
assignments and/or territory.

All customers are visible to users on a showroom system
When user login to the showroom system they will have the ability to see all customers.

User can Edit customer data

User can edit customer data for the customer they have permission to see on their systems.
Customer information that can be edited includes: bill & shipping addresses, phone, fax, email,
contact, credit card information, customer references.

User can delete customers

User has the ability to delete a customer. However, a customer can only be deleted from the
system if there is not data history for the customer in the system. If a user deletes a customer and
does a data transfer and that customer has data on the main agency system the customer will
not be deleted and be sent back to the user on their next data transfer.

All customers included when running the sales analysis reports

The user can see all customers when they run sales analysis reports. Road reps on their local
systems will still only see their order history for reports, however when they login to the system in
the showroom they will have the ability to see all history.

User can edit confirmed sales orders
This allows users to make changes to make changes to orders after they have been confirmed.
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User can see invoice data on sales order screen
This allows invoice data to be transferred to the user’s system and they can see invoice data
against an order on the invoice tab of an order.

User can only sell vendors within the customer territory (road)
This limits the vendors a user can see based on the territory settings in Reward when they are
using their local system on the road.

User can only sell vendors within the customer territory (show)

This setting will limit what a user can see based on the territory settings in Reward when they are
logged into the showroom or back office system. Generally when reps come in to the shows
they are allowed to see all vendor information to have the ability to write orders throughout the
full showroom.

User has full edit on sales orders and customers
This will allows the user to change all fields to include rep assignments on orders. This setting is
usually turned off for sales reps and on for back office personnel.

User can login to Reward and edit key commissions
This allows the user to have access to the Reward program.

User can login to goals
If the agency is using goals this allows the user to login to the goal program.

User can edit goals data (must have login to goals permission)
If the agency is using goals this allows the user to make changes and setup goal records.

User can edit/change the sales order date

This allows the user to change the sales order date on sales orders. If the user cannot change the
sales order date the current date the order is entered in the system will be the order date. This
does not apply to the back office when direct orders or summary orders are being entered.

User can run the end of day process
This is a back office function and should not be turned on for reps. See End of day process for
more details of this functionality.

User can view estimated commission on sales orders
This allows the user to see the estimated commission splits on an order under the invoice tab on
an order.

User can close account periods
This is a back office function only and will only apply to the main agency system (100 server). See
accounting periods for more details on this functionality.

User Can View Restricted Customers
This allows user to view customers that are marked as restricted. (See customer information for
more details on restricted customers).

User can view orders on the opening screen when in show mode

This allows user to view orders from the welcome page. Usually during a show for temps and
vendors you will setup a user login that does not have this permission set.

21| Page



User can view order totals and count on existing orders when in show mode

This allows user to view order totals and counts when looking up orders in existing order screen.

User will see the invoice commission paid data on the invoice tab of an order
This allows user to view commission information in Play when viewing an order.

Play for PPC shows Shipping Addresses one at a time instead of the default Multi Grid View

Defaults shipping address view to one at a time.

Allows the User to create a Multi Door Orders
Users can create Mutli Door Orders.

Allows the User to make any assortment list viewable by all reps, also allows user to see all

private lists

User can create an assortment list that will shared by all reps. Allows user to see all private

assortment lists.

User can view Sales Rep Tab in the Customer Editor

User will have the ability to view the assigned Sales Rep in the Customer Editor.

User can assign Sales Reps to Customers
User can hard code Sales Reps in the Customer Editor.

User has full edit on Sales Order
Allows the user to have full edit permission for Sales Orders.

User can Add a new Billing Address
Allows the user to create a new Billing Address in Play.

User can Edit Billing Address
Allows the user to edit the Billing Address in Play.

User can Add Shipping Address
Allows the user to create a new Shipping Address in Play.

User can Edit Shipping Address
Allows the user to edit the Shipping Address in Play.

User can edit Rep Group on Sales Order
Allows the user to change the Rep Group assigned in the Sales Order.

User can see all show orders
Allows the user to view all show orders.

22| Page



System Configuration

Under the system configuration menu all of the system settings will be set with regards to
how the Play will work for your company. This will establish system defaults that will be
assigned in the other editors.

To access system configuration go to: Setup> Corporate Settings> System Configuration

Setup | Help
Vendors 2
Products r
Custorners 2

L . h
fig Browse Catalog  Supplers

Corporate Settings

Pre/Pozt Show Setup
Accounting Penods
Process End OF Day
Play

: {I} Vizion

Rep Group
B Perzannel 1
ﬁ'P kenu Config

|ﬁ S pstem Configuration

Local Settingz |

ILIKIE

Corporation

TR T T T =T L

PORTLAND

The corporation information is general information about the main company of the system.
This information is shared with Brandwise only and will not print on the sales orders.

Systern Configuration

Corporation |

551 Corp ID

Customer Reporting Groups / SIC Code

46702 Brandwize Sales Demo|

Sales Location / Source Code |

Corporation Hame

Shipping Method |

| System Type

Confidential Mzg |

| # Agency System

Address 1
Address 2
City

State / Province

Country Code
Country
Phone 142
Fax

Email

Web Site

Thiz Confidential Meszage will be added to the front of the Company Mame on all report headers

" Vendor System

12596 West Bayaud Ave

|Suile 100

[Lakewood

co - I |COIolado

Zip / Postal Code |B0228

|Uniled States Of Mer'ca

8774353225 | |

3037889975

Sales Rep Types | 50 Codes | Change To Uppercase | Country Codes | Pricing Code |

|
Sales Order | Payment Terms ]

|Suppoll@hlandwise.com

|www.Blandwise. com

Default Product Label Style |1 % 578 with Manf. Code [Across] Using 551 Barcode for Aerolite paper

K

Close

The information that prints on the sales orders is located under the rep group information.
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General Information: Basic contact information for your company share with Brandwise
only.

Confidential Message: This confidential message will be added to the front of the
Company Name on all report headers.

Default Product Label Style: You can also set the label style for your printing product labels.

Sales Location / Source Code

There are two sets of source data that can be tracked on the order, sales order location
and source code. The sales order location which is where the order was generated, ex: July
Gift Show or High Point Show, etc. The source code is how the order was generated, ex.
Phone, mail, emalil, etc.

Both the sales order location and the source code will be available per a drop down box
on the sales order header when a new order is added to the system. Reports can then be
generated by only the location.

Systern Configuration

Cuszstomer Reporting Groups / SIC Code l Salez Rep Types | S0 Codes | Change To Uppercase | Country Codes | Pricing Code |

Corporation Sales Location / Source Lode l Sales Order | Shipping Method | Payment Terms
Sales Location Source Code
Description Active OrderPad -

Atlanta hiarket Fioacd

CGTA Shovy

Dallas Market

hdagic

MY Gift

Foad Order

Wenas Gift

Wizh Order
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The sales order type is driven from the system the order was generated on and also is the
code that determines the appropriate commission rules to the order. Each system has a
default sales order type that can only be overridden by an administrator. The five sales
order types are: Road, Showroom, Show, Direct, Other, Key.

e Road: The sales rep systems default to the sales order type of road and can only be
overridden by an administrator.

e Showroom: If there is a separate showroom system then the system will default to
showroom as the sales order type or if the main back office system is also the same
system in the showroom then the system can be set to default to showroom as the
sales order type.

e Show: The show sales order type is set by setting the system in the showroom to be
in ‘show mode’. When the system is in show mode it will override any default sales
order types setup.

e Direct: Direct is set on orders when a direct invoice is added in the commission
system.

e Other: Can be used for other miscellaneous types, the only way “other” will
populate on the order is by manually selecting it from the drop down box.

o Key: The key sales order type is set on the customer record. If key is set on a
customer record then when an order is generated for that customer key is the
default sales order type.

Sales Order

System Configuration

Customer Reporting Groups / SIC Code I Sales Rep Types | 50 Codes | Change To Uppercase | Country Codes | Pricing Code ‘

Corporation ‘ Sales Location / Source Code {""Sales Order” | Shipping Method ‘ Payment Terms 1 .
There are several settings
This Spstem Sales Type - Product Info on Sales Order Screen I:El
that take place for the
GENERAL sales order rules, all are

SendFax ToFRep
Pay Commission
Use Tenitories
Hide 50 Discount

Change Sales Order D ate to Today when changing Status to Confirmed from any status other than CLOSED [

very important to

Use Accounting Periods  [J

HOXREX

Ghaw Moda Disable AS4P O Sales Drder understand what they
When 2 or more Sales Reps are found for a S0 the Seling Repis used [ Sales Location |s Mandatary . .

Detault Sales Location [Froad Order -1 Can Sell To Inactive Customers d oin th e SySte m to Iinsure
Default Commission Zip - Can Sell Ta Inactive Ship To .

Sales Order Stple |Landscape Logo I;I yO ur SySte m s setu p .

Detault Sales Order Source - Road |F|oad I;I

Default Sales Order Source - Shaw  [Show -]

Default Sales Location for \WEB Sales  [wieb Drder -]

Close

System Sales Type: This is the default sales type on the order when an order is placed on
the main system. The sales type is important because it drives the commission rules. The only
two types that can be defaulted on the system are Road or Showroom. To set the system to
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default to “Show” during show time the show mode box must be checked. The type can
also be changed on an order if the user is authorized.

NOTE: All sales rep system types default to “Road”.

Product Info on Sales Order Screen: This determines what data prints on the sales order
print out.

Send fax to rep: Check if the sales order fax confirmations (receipt of order from the
supplier) are to be sent to the sales reps, rather than the head office. If the sales reps will be
faxing their own orders, then you will want to check this so the confirmations are sent back
to the rep from the vendors.

Pay Commission: Check this box if you are using the Reward system. This indicates that
commission data will be part of the orders.

Use Territories: Check this box if you have territories setup in the Reward system. This
indicates the sales rep on the order will be determined by the data setup under territory
setup.

Hide SO Discount: The Hide SO Discount allows you to hide any discounts and not print
them on the order.

Show Mode: This will need to be checked at the start of the show, when show mode is
checked, laptops attached to the network database will be allowed to see all customers
and products. When in show mode the system will also default the commission order type as
show on all orders.

When 2 or more sales reps are found for a Sales Order the selling rep is used: This
setting allows the system to determine the order taker (selling rep) as the main territory rep
on the order if there are overlapping territory/division assignments.

EXAMPLE: IF YOU HAVE A SCENARIO IN WHICH TWO REPS IN THE SAME TERRITORY CAN
SELL THE SAME MANUFACTURER.

NOTE: The writing rep must be one of the reps that are assigned to

the territory/vendor assignment for the customer on the order. If the

writing rep is not then the current rep will not be determined during
the order process.

Change Sales Order date to Today when changing the Status to Confirm form any
status other than close: This will change the sales order date to today's date. If
unchecked, it will display the date the sales order was created.
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Default Sales Location: The sales location indicates where the order was generated; ex:
Atlanta Show, High Point show, etc. You can set each system to have a default sales
location on the default sales location can be changed on any orders when they are added
to the system.

Default Commission Zip: The system can be set to either use the main address (billing) or
the shipping address as the default commission zip code to determine rep assignment for
the order and commission payment. This setting can be changed at the time the sales order
is added or under the customer editor for a customer.

Sales Order Style: Allows you to choose the style of your logo on the sales order. This is
also done under rep groups.

Change Sales Order Date to Today when Changing the Order Status to
Confirmed: If this is checked then the order date will change when the status is changed
from HFC or Pending to Confirmed to the current computer system date.

Use Accounting Periods: If this is checked then this will allow order accounting periods to
be set. Accounting Periods allow order months to be closed and order numbers to be
locked at the end of each month.

Sales Location is Mandatory: If this is checked then users will not be allowed to save an
order without a sales location.

Default Sales Location for WEB Sales: Set the default Sales Location for Reach.

Disable ASAP on Sales Orders: Play users will have to select the sales order date from a
calendar

Sales Location is Mandatory: Defaults the Sales Location to a required field.
Can Sell to Inactive Customers: Play users can sell to Inactive Customers.

Can Sell to Inactive Ship To: Play users can sell to Customers that have Inactive Ship To
addresses.
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Shipping Methods

Shipping methods are the different ship via’s your suppliers offer to your company.

The Shipping Method tab will allow you to enter in all shipping methods that will be assigned
to your Supplier in Vendor Setup and setting your defaults in the Sales Order tab. Examples
of shipping methods are: UPS, Best Way, etc.

System Configuration

Cuztomer Reporting Groups / SIC Code | Sales Rep Types | S0 Codes | Change To Uppercasze I Country Codes | Pricing Code
Corporation Sales Location f Source Code I Salez Order Shipping Method I Papyment Terms

Shipping Methods |

Dezcription

[ »

Fedex Mext D ay Air
UPS Ground

4

Cloze

Adding Shipping Method: Type a Shipping Method in a blank field.
Edit Shipping Method: Click in the text field to edit the Shipping Method text.

Delete Shipping Method: Click on the Red block to remove Shipping Method. You can only
remove Shipping Methods that are not used in a Sales Order.
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Payment Terms

The system payment terms are setup and then are available for the vendor setup and also
the sales order screens.

NOTE: A term must be added under the payment terms for it to be
available to assign to a vendor and then to sales orders.

Sestermn Configuration

Cusztomer Reporting Groups / 5IC Code I Sales Rep Types I 50 Codes I Change To Uppercase | Country Codes | Pricing Code I
Corporation Sales Location / Source Code I Sales Order I Shipping Method Payment Terms

Description Code | «

4

The above is a library of Sales Order payments terms that can be azsign to each Vendar via the
Wendor setup soreen, Any Deletion or Changes to the above will be reflected in the Yendor
payment terms pou have alleady azzigned toWendors

Cloze

Adding Payment Term: Type a Payment Term in a blank field.
Edit Shipping Method: Click in the text field to edit the Payment Term text.

Delete Shipping Method: Click on the Red block to remove Payment Term. You can only
remove Payment Terms that are not used in a Sales Order.
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Customer Reporting Groups

Customer Reporting Groups are customer codes that can be used to categorize your
customers for reporting. This data will then be available on the customer edit and customer
setup screens to assign a customer to the appropriate customer groups for reporting
purposes.

Systern Configuration

Corporation | Sales Location / Source Code | Salesz Order | Shipping Method | Payment Terms |
{ Customer Beporting Groups / SIC Code | Sales Rep Types | 50 Codes | Change To Uppercase | Country Codes | Pricing Code |
Customer Reporting Groups - Description -
Leads
Count = 1 | B
SIC Code | Description -
[ Provided by Brandwize -

Cloze

Customer reporting groups can be a customize list of groups that you create, customers
can be assigned to multiple groups and can be categorized by manufacturer and also a
customer can be removed from a reporting group at the time an orders is placed. A good
example of a Customer Reporting Group is “Leads”

Adding Customer Reporting Group: Type a Customer Reporting Group in a blank field.

Edit Shipping Method: Click in the text field to edit the Customer Reporting Group text.

Delete Shipping Method: Click on the Red block to remove Customer Reporting Group.
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Sales Rep Types

Sales rep types can be used to categorize sales reps for reporting purposes only. Example of
rep types are: Road, Key Account, Independent Rep, etc. There are an unlimited number of
rep types that can be added to the system. Once rep types are added to the system these
types are then available to assign to each personnel record by rep group. Rep types are
optional and do not have to be used or assigned to reps.

Systern Configuration

Sales Dn_:ler | Shipping Met_hud | Pay!nent Terms |

Corporation | Sales Location / 5
l S0 Codes | Change To Uppercase | Country Codes | Pricing Code |

Customer Reporting Groups / SIC Code |

Sales Rep Types

i Description

Cloze

Adding Sales Rep Type: Type a Sales Rep Type in a blank field.
Edit Shipping Method: Click in the text field to edit the Sales Rep Type text.

Delete Shipping Method: Click on the Red block to remove Sales Rep Type.
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Sales Order Change Codes

Sales order codes are codes that can be setup for a changed or cancelled order. When an
order is changed or cancelled in the system the user will be prompted to select one of the
SO codes as to the reason for the change or cancellation. These codes will share with the
rep systems and can only be managed at the main agency level.

Systern Configuration

Corporation Salez Location / Source Code I Salez Order I Shipping Method I Payment Terms

" Customer Reporting Groups / 5IC Code I Sales Rep Types 'St Codes I Change To Uppercase | Country Codes | Pricing Code |

[ Sales Drder Change Code List [ Sales Order Cancel Code List |
Deszcription Active Description Active

Close

Adding Sales Order Change/Cancel: Type a Sales Order Change/Cancel Description in a
blank field.

Edit Shipping Method: Click in the text field to edit the Sales Order Change/Cancel text.

Delete Shipping Method: Click on the Red block to remove Sales Order Change/Cancel
Description.
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Change to Uppercase

This allows the agency to control how data is entered in the system and if customer and
order data should automatically be saved in all uppercase.
System Configunation.

Compaantion | Salae Location / Souce Code | SaleeOudsr | ShippingMathed | Papmest Tasme |
Customer fleporting Gioups / 5IC Code | Sales fep Types | 50 Codes | Changn To Uppercase | Countiy Codes | Pricing Code |

Sede Ovdes Uppaacaze [
[T o

Country Codes

The country codes allow you to activate a country code for any country that you have
customers in. All countries will display in the country drop down box when creating a new
customer.

Syatem Conbguration

Cosporation | Sales Location / Souce Code | Sales Order | Shipping Method | Payment Tems |
Customes Hepesting Groups £ SIC Code | Sales Bep Types | S0 Codes | Change To Uppescase | Country Codes | Pracing Code |

Al countries will display In the country drop down box when creating a new
customer. All active countries will default to display ot the top of the list

L[>

tve Code Country -
= URITED STATES =

A PAALAND [SLANDS

&G [EFGHANIS TAH
JALBANK

[ [ELGERL

JaSH JAMERICAN SAMDA

[EHD [ENDORRA

|50 [SNGOLA

oy [EHGUILLA

Dopopopopopoi|a

JaTa [SNTARCTICS

TG RARTIGAA AR1E GAFILOA
| [ jamG JAHGENTMNG

| [RHEHL
Forin2 z

Pricing Code
The pricing code allows you to assign a currency to your system so on reports and the sales
order print out the correct currency symbol reflect in the dollar fields.

System Configuration
Corporation | Sales Location / Source Code | Sales Order | ShippingMethod | Papment Tems |

n Dz Cunmrcy o

Agency Systems can only contain a single Pricing Code record and its 1D must equal 1
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set on. Most defaults can be changed during the order entry process.

Local Settings

Local settings allow defaults to be set while placing orders and adding new customers.
Local settings do not share across all systems these are settings only for the system they are

Local Settings is accessed from: Setup> Corporate Settings> Local Settings

Yendors
Products

Customers

4
4
4

Setup I Help

- [

Lnfig Browse Catalog  Suppliers

Corporate Settings

d

Rep Group

)

Fre/Pozt Show Setup
Accounting Periods
Process End OF Day
Flay

Yizion

Q'P Menu Config
ﬂ System Configuration

| Local Settings

T T

BLEIE PORTLAND

Local Settings

Local Setting

81 Perzornel 1

SYSTEM # 100 (Brandwise Sales Demo)

This Systems has 1 Rep Group
Default Country Code | USA | - I|UNITED STATES |

Default Pricing Code

Default Rep Group

Default Sales Location| 1 ~ ||.Atlanta Market

The above Country Code |5 Active
1 __-|[Default Pricing | Currency
1 ~ I|Heach Summit Demo | ﬂ
| <l

The above Sales Location |5 Active

Customer Search Defaults

Search By |Main Cusgtomer

;I Show Shipping &ddress

Print S ales Order [tem Order

|Entered Order

|

Backup Optionz On System Exit |D0n't Backup

Show Yerzion Screen

Drefault Order Entry Screen

=]

O

Show Running T atal
Or Sales Order Screen

Carvert Sale Order Ta Uppercase
Usze Default Oty On Sales Order

|Visua| terchandizer

]

Close [F12]
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System Number: Your system number should display here. A server will be 100 or 500’s. This
number is also used to determine your sales order numbers for orders.

Default Country Code: This allows the system to default the country when adding a new
customer in the system.

Default Pricing Code: The agency only has one system therefore the one price list will
default as the system default.

Default Rep Group: If multiple rep groups are setup for an agency then a default group
should be identified for each system.

Default Sales Location: The default sales location will automatically be assigned to sales
orders written on the system. The sales location can be changed if it needs to on the order
header screen.

Customer Search Defaults: When doing a customer search you can default how you want
them to display. Since the show ship address flag is NOT checked, shipping addresses will
not display during a customer search.

Print Sales Order Item Order: This allows the system to default the order items print on the
sales order.

Print Order Options:

Entered Order: Prints in the order the items were added to an order.

Sku: Prints in sku number order.

Sku Descriptions: Prints in sku description order

Barcode: Prints in order by barcode or upc number order; note the barcode will only
display on the order if it is selected.

Backup Options on System Exit: This allows the system to perform a backup when doing a
data transfer. The backup will be stored on your local hard drive. It is highly suggested to
either do an automatic or prompt for backup.

Backup options:

¢ Automatic Backup: Will automatically create a backup at the completion of every
data transfer

e Prompt for Backup: Will popup a message at the end of every data transfer if you
want to perform a backup.

o Don’t Backup: Will not perform a backup of data.

Show Version Screen: This will display a current version/update recap upon logging into
Reward.
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Convert Sales Order to Upper: This allows customer data and sales order data to convert to
upper case alpha.

Use Default On Sales Order: This should be checked however the system will automatically
default to the minimum quantity of an item while placing orders.

Show Running total on sales order screen: This allows the order to calculate the total as
items are being added to the order.

Supplier
The Vendor Menu is where all the general information about a vendor is setup. This
information is very important to setup to insure the accuracy of orders and to help expedite
the order process.
There are several tabs under the vendor record and each one has important information.

Vendors need to be added by Brandwise, however once a supplier is added to your system
any data can be changed and all vendor settings are specific to your agency and all your
users only. It is not shared with other agency’s which represent the same agency.

Requesting a New Supplier

1. Navigate to MyBrandwise https://e.brandwise.com/brandwiseSuite/login.aspx
2. Use your 100 or 500 login credentials

3. Go to Request Forms > New Vendor

4. Complete All data for the supplier

5. You will then be notified by Brandwise when your vendor information is ready
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Vendor Groups

Vendor groups have two functions in the system:

Vendor Group Reporting: Allows you to categorize vendors by their classification ie: Foods,
Home Décor, and Gift strictly for reporting purposes.

Vendor Group Commission Payment: Allows you to group multiple vendors together for
commission payment. If you have a vendor that has to be split out multiple times because
of order writing purposes, these vendors can be put into a vendor group to then pay
commissions together.

To create a vendor group go to: Setup> Vendor> Vendor Groups

Fre/Post Show Setup

Setup | Help
Yendors L4 m Wendor Groups |L
Products r Vendaors
Custarners r Yendor Minimunns
Corporate Settings r “Yendor Customer Information

Wendor Promotions

Vendor Groups

Wendor Groups

Find Group | ;l
Mame Gifts

Address 1 [P

Address 2 Mg

Citw M

State / Zip MAA | |

Fhaone MAA

Fax MAA

EMail dddress  [NAA

Motes 4l Suppliers that sell Gifts] -

Accounting Periods Product Catalogs
Process End Of Day Lakeywood
Play » : Lakewood
ﬂ) Visian ALKIE FORTLAMD
& 1kIE FORTLAMD

If you want to use vendor groups then you
must go to the vendor group menu option
to create the vendor groups prior to
assighing them to vendors. Once vendor
groups are added to the system they will be
available to select on the vendor general
tab.

Name the vendor group and any
information that you would like. Only the
Name is required.

NOTE: A vendor can only be added to a single vendor group.
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Vendors

The vendor menu is where all the general information about a supplier is setup. This
information is very important to setup to insure the accuracy of orders and to help expedite
the order process.

There are several tabs under the vendor record and each one has important information.

To enter the Vendor Setup go to: Setup > Vendors

Setup i Help
| Yendors 4 | Yendor Groups L

Products 4 Wendors
Customers 4 Wendor Minimums
Carporate Settings ’ Wendor Custarmer |nfarmation
Pre/Post Show Setup Vendor Pramotions 1
Accounting Peniods Product Catalogs

! Process End Of Day i Lakewood

i Play vl Lakewood

i (D Vision RUKIE PORTLAND

i BLIKIE PORTLAND

Suppliers need to be added by Brandwise, however once a supplier is added to your
system, any data can be changed and all supplier settings are specific to your agency and
all your users only. It is not shared with other agencies which represent the same agency.

Adding a New Supplier to you system:

1.

2.

Go to http://e.brandwise.com/brandwiseSuite/login.aspx

Use your 100 login credentials
Go to Request Forms > New Vendor
Complete ALL data for the Supplier

You will then be notified by Brandwise when your supplier information is ready
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General

The general information is main information about a supplier such as vendor name, address,
etc and also includes the following:

[

YWendor - Outdoor Vendor

Find Vendor | -] Limit Te
Divisions | Notes | Catalog | Rep Groups | Programs | Sales Order Control l Price Lists | WEB | Status Management |
General | Contacts ] Product Line ] Payment Terms | Payment Terms Program | Credit Cards | Shipping | Discounts |

Yendor Name |
Vendor Code ] Aictive Status

Address Line 1 [12596 W Bavaud Ave |
Address Line 2 |Suite 100 |
City f State / Zip Lakewood State [CO = | a0z22a

Phone 1/2 7 Fax [303-785-9370 1 |[303-785-7778 |
Email Address |supp0rt@0utdoor.com |
WebSite [ s, outdoor. com |
Who Transmitz SFA Orders To This Yendor [Sales Rep -]
Who Transmitz Order Pad Orders To This Vendor |Head Office ;'
Send Order Pad Orders To This Vendor O

Vendor Group | ;I Deactivate All Praducts Far This Wendar

Jged For Reports Only Leave Blank IF Mot In Group
Archive Old Barcodes [ Detailed Invoice (] Mew Customer If No Vendor Code (] Unit Price Decimal Places

Add / Update Information From Brandwise Display Brandwise Data Close [F12)

Active Status

Status management allows you to change the status of the supplier to limit reps from
receiving product data when a supplier is terminated but commissions are still being paid.
There are three statuses for a supplier:

= Active: The supplier is active and all products will go to the sales reps.

= Invoice Only: The supplier is still active for commission purposes only. Product will not
go to reps.

= |nactive: The supplier is no longer active and will not display for commission purposes
nor will product go to the reps.
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Who Transmits to this Vendor

Suppliers that are not set to receive orders electronically can be set to either of the
following options for Play and Reach sales orders:

= Sales Rep: Each sales rep will be responsible for getting the orders to the vendor
using DataXchange

= Home Office: All orders will transmit to the main agency system and then be sent to
the vendor using the agency’s system DataXchange.

Send OrderPad (Reach) Orders to this Vendor

If your supplier is receiving orders electronically through Stream or Stream Lite, this will send
the orders directly from Reach to your Supplier.

Vendor Groups
The vendor groups have two functions in the system:

= Vendor Group Reporting: Vendor Groups allows you to categorize your suppliers by
their classification ie: Foods, Home Décor, Gift strictly for reporting purposes.

= Vendor Group Commission Payment: Vendor Groups allows you to group
multiple suppliers together for commission payment. If you have a supplier that has
to be split out multiple times because of order writing purposes, these vendors can
be put into a vendor group to then pay commissions together.

If you want to use vendor groups then you must go to the vendor group menu option to
create the vendor groups prior to assighing them to vendors. Once vendor groups are
added to the system they will be available to select on the vendor general tab.

NOTE: A supplier can only be added to a single vendor group.
Deactivate all products for this vendor

This will mark all products associated with the supplier as inactive.
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Archive Old Barcodes

This option allows barcodes to be stored in history so if a UPC number changes on product
for this vendor both the old barcode and the new barcode will scan. This would be used if a
supplier changes their UPC numbers on product or if a supplier does not have registered
UPC numbers.

Detailed Invoice

This will allow line item detail to be entered when entering invoices in the Reward system.

New Customer if no vendor code

If this is selected then if a new customer is added to the system and the vendor customer
number is not added the system the customer will automatically be marked as “new” at the
end of the first order placed for this supplier.

Unit Price Decimal Place

This determines how the item price is displayed on the sales order. The system defaults to 2
but can be changed to go out to up to 4 decimails.

Add/Update Information from Brandwise

This pulls vendor data from Brandwise when a new supplier is added to your system.

41 | Page



Add/Update Information from Brandwise

This utility will pull supplier data from Brandwise when a new supplier is added to your
system. Here you will view what supplier is being added as well as new rep groups.

Data From Brandwise (ssifigencyCorplD = 46702)
Get 551 Data |New Yendors I Hew Internal Rep Groups | Hew External Rep Groups | Mismatches I Vendor Information I

Agency System

Closed And Update My Data |

I

Get SSI Data
This view will display the count of what will be added to your system.

New Vendors
List of the new supplier(s) being added to your system.

New Internal Rep Groups
List of the new internal rep group(s) being added to your system.

New External Rep Groups
List of the new external rep group(s) being added to your system.

Mismatches
This will display mismatches of based on the new supplier or rep groups.

Vendor Information
Displays the supplier information currently in your system and compared to Brandwise
supplier list.

Closed And Update My Data
Click this button to pull down the new supplier or rep group into your system.
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Contacts

Wendor - Outdoor Yandor Multiple contacts can be
Find Vendor | -] Limit To [Active -]
added to a vendor and each
Divisions | Notes | Catalog \ Rep Groups \ Programs | Sales Order Control 1 Price Lists | WEB \ Status Management | .
General  Contacts | ProductLine | Payment Terms | Payment Terms Program | Credit Cards | Shipping | Discounts | contact can be aSS|g ned a
l First e Last il:tl:; Dffice EF::ﬂne M“l'j“lhhee'ls Cell Ems JO b tltle ) Ve n d Or CO ntaCt
John Srith Buyer 555-656-655 (G5 F55-665-4444 |BE5-655-3333 [ismith@outdooryendor. com . . . .
; : — N information is shared with all
your agency’s systems.
< | o]
I Add 7 Update Information From Brandwise - Display Brandwize Data

Adding New Contact: Type the new contact information in a blank field.
Edit Contact: Click in the text field to edit the contact text.
Delete Contact: Click on the Red block to remove the contact.

Product Line
A supplier can have multiple Vendor - Outdoor endor

Find Vendor | ] Limit To [Bctve____~]
product lines, product lines can
) Divisions | Notes | Catalog | Rep Groups | Programs | Sales Order Contral | PriceLists | WEB | Status Management |
be added to the Suppher here General | Contacts  ProductLine | Pament Terms | Pagment Terms Program | Credit Cards | Shipping | Discounts |
Product Lines For - Outdoor Vendor
or under the product menu. Code Name Winimun_| —Spit -
$ Value| Qy | Sales Drder
Outdoor Outdoor Accessanes $0.00 1
Genersl  [Beneal $0.00 1T ®
[m]
Line Count = 2 Edit Products In Product Line | -

I Add / Update Information From Brandwise - Display Brandwise Data Close (F12)

Adding New Product Line: Type a new product line in a blank field.

Edit Product Line: Click in the text field to edit the product line text.

Delete Product Line: Click on the Red block to remove product line. You can only remove a
product line that doesn't have products associated to it.
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Product Lines
Code: Apply a Product Line Code to be sent to your supplier electronically via Stream.

Name: Apply a Product Line Description to be sent to your supplier electronically via
Stream.

Minimum
= $Value
= Qty
Split Sales Order

Splits the sales order based on Product lines

Edit Products in Product Line
Edit Product in Product Line will allow you to manage products that are in product lines.

el 1 Qutdoor Wendor Product Lines
Find ¥ Product Line Products In Line
Gene i SKU | Description | Act
| [Outdoor Accessares 10000210171 T4 Racer - wht/vellow/Thom/Blk/Ske Ho X
| Divisi 10000310762 Racer ST 2 -Ylhw/wht/Helios/Sura/Blk. No | ment |
Gener 100004107 01 22 Distance - whi/Blk/Nightlie Mo —| bunts |
10000410222 Z2 Digtance - Seconds No
10000510931 F2 Sprint - Gold/T ¢phoon/BIk/Chrome Mo
Co 10000610991 Merve LD - Shi/Charcl/Blk Awht/Gold No | <]
1000081 D031 Racer 5T 3 - WhtAwhtPrl/PoisnG m/Ch/Bk /Sl No
Tot 1000081 DES Racer 5T 3 - Wht/wWhtPrl/red/S i /Blk No —
1000081 D222 Facer 5T 3 - Seconds Mo —
B 1000051 DEO T5 Racer - wht/Furnace/Shr/Lime/Blk Mo -
10000910711 TG Racer - Whit/Blk /B art/Thorn Na -
1000091027272 T5 Racer - Seconds Mo
1000101 DA7 Merve LD - Slur/Blk Limeluice Mo
1000101 DZZz Merve LD - Seconds No
10001110706 Racer 5T 4 - Cardinal/Bk/Sler At Pila/ht/ G No
10001110719 Racer ST 4 -'white/Blazingyellow/S lvi/Blck - D Mo
1000111022 Racer 5T 4 - Seconds No
100011719 Racer ST 4 - White/Blazingyellow /S lvi/Blck, Mo =
Use Mouse & Shift to select range - Mouse and Chrl to add
Select All | Unselect Al Product Count = 17422
Moving Products between Product Lineg .
1. Select products you wish to move to another product line in the Product Line to move selected Products to
ahove product list ;l
2. Select the product line you wish to move the selected products to
3. Push the "Move Selected Products" button Move Selected Products
Vendor B Active Vendors Oniy
Line Count = 2 | Edit Products In Product Line I =

Add / Update Information From Brandwise Display Brandwise Data Close [F12)

Product Lines: Select the current product line.

Products in Line: Highlight (single or multiple products) to be selected and moved into
another product line.

Product Line to move selected Products to: Select the new line to move the products to.

Move Selected Products: Moves the selected products to the new product line.

44 | Page



Payment Terms

Suppliers can be assighed payment terms that a specific to the supplier. During the order
process the user will only be allowed to select payment terms assigned to the supplier

by eliminating the user selecting terms that don’t apply to the supplier. The payment terms
are selected from the master list created under Setup > Corporate Settings > System

Configuration.

(APPAREL) - Billions of Years Ago (Locked)

] Limt o

Vendor -
Find ¥endor |
Divisions ] Hotes ] Catalog Rep Groups
General ] Contacts ] Product Line Payment Terms

l

] Programs ] Sales Order Control ] Price Lists ] WEB

Payment Terms Limits for this Yendor

l Payment Terms Program ] Credit Cards ] Shipping ] Digcounts ]

Status Management ]

Payment Term | ¥endor Code |Default Program Code| Allowed Systems -
- - |SAF Only -

Payment Term Start End Payment Term Start End

Dates Ship Dates

Credit Card LI | ;IBoth ;I

Payment Term Start End Payment Term Start End

Dates Ship Dates J

Record: 14| 4 | 1 k| rk|of s

Default Payment Terms And Sales Order Hotes

Existing Customers

New Customers

E [ - | Has Prog. Code | [Credit Card _~ | Has Prog. Cods
a1 | | -

D

EI [Credit Card - | HasProg Cods | [Credi Card _~ | Has Prog. Cods
ol | oveae || I

W Overnide

Double Click on Sale Order Mate to Edit

Show = Defaults far Show Sales, Road = Default for all others S ales

0OF = Owemde Customer level Payment Terms with Defaulk Show Terms. Pleaze note that if the
Override iz checked and there are no defaults the Sales Order Payements Termnz will be left balnk

Al Sales Order Mates are added to all Sales Orders, with or without overndes

Digplay Brandwise Data

Close [F12)

Adding New Payment Term

Select a payment term from the Payment Term dropdown in a blank field. Click on the

Iﬁl to begin with a new record.

Edit Payment Term

Click in the text field to edit the payment term text.
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Delete Payment Term
Click on the Red block to remove product line.
Allowed Systems

Determines where these terms can be used. For example Net30 and Credit Card may want
to be for the Web only.

Payment Terms Limit for this Vendor

Payment Terms

Select all the payment terms that apply to this vendor in the payment term drop down box.
The number of payments terms assigned to a vendor is unlimited.

Vendor Code
The Vendor Code is the vendor’s code for the term being selected. This is used if a supplier is
receiving their orders via an electronic file.

Default Program Code

Associate a default program code to this term.

Payment Term Dates

Activate the payment term through specific dates

Payment Term Ship Dates
Active the payment term through specific ship dates
Default Payment Terms and Sales Order Notes

Select a default payment term for road, show, existing, and new customers for each order.
You can also enter a sales order note, specific to each situation, which will print on each
order for this supplier.

Override

The override flag is for the show terms only and will replace any terms assigned to a
customer with the show terms.
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Payment Term Programs

Wendar - Qutdaar Vendar Payment Term
Find Yendor | -] Limit To [Active - . .
Programs will display all
Divigions ‘ Motes 1 Catalog I Rep Groups ‘ Programs | Sales Order Control | Price Lists | WEB | Status Management |
General ] Contacts ] Product Line | Payment Terms Payment Terms Program | Credit Cards | Shipping | Discounts | terms that have a

program associated

Papment Terms Programs for this Vendor

Payment Term | Program Code | Wlth |t |n a
— I | consolidated view.
I

Record: M| 4 | 1 [ 1 [p ] of 1

Add / Update Information From Brandwise Display Brandwise Data Close (F12)

Cred it Card Vendor - Outdoor WVendor

Select the appropriate | findvendar | =] LimitTo [fove -
credit cards that

the supplier accepts,
these will be the only

| Divisions | Motes ] Catalog ] Rep Groups | Programs | Sales Order Control | Price Lists | WEB | Status_Management |
General I Contacts 1 Product Line I Payment Terms | Payment Terms Program Credit Cards | Shipping | Discounts |

Acceptable Credit Cards for this Yendor

taster Card - -
cards that can be i -

selected for this
supplier’s orders.

Adding New Credit
Card: Select a card
from the Credit Card
dropdown in a blank

field.
Add / Update Information From Brandwise Display Brandwize Data Close [F12)

Delete Credit Card: Click on the Red block to remove credit card.

Credit Cards Available

= American Express =  Maestro
= Carte Blanche = Master Card
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= Diners Club = Solo

= Discover = Switch
=  Enroute = Visa
= JCB

Shipping
Shipping is where the different shipping methods accepted by the supplier will be added to
the supplier. The shipping methods are selected from the master list under Setup >

Corporate Settings > System Configuration.

Wendor - Outdoor Wendor

Find Vendor | -] Limit To [Active -]
Divisions | Hotes ] Catalog ] Rep Groups | Programs | Sales Order Control | Price Lists | WEB | Status Management |
General ] Contacts ] Product Line ] Payment Terms | Payment Terms Program | Credit Cards Shipping Dizcounts |

Shipping Methods Used By This Yendor
Shipping Method ¥Yendor Code |«
Fedexs Mexst Day A
UP5 Ground
Fedex Ground

Aafafafn

Default Shipping kethod |L|F'S Ground ;'
Shipping &z % O  Shipping Percent E

Add / Update Information From Brandwise Digplay Brandwise Data Cloze (F12)

Adding Shipping Method: Select a shipping method from the Shipping Method dropdown in
a blank field.

Delete Shipping Method: Click on the Red block to remove Shipping Method.
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Shipping Methods Used By This Vendor

Shipping Methods Used by this Vendor

Select the appropriate shipping methods for the vendor.

Default Shipping Method

The default shipping method will automatically apply to each order for the supplier. The
default can be changed at the time of an order. The default setting eliminates the user to
have to select the shipping method on every order.

Shipping as %

The shipping percent assigned will insert a shipping cost based on the total order times the
shipping percent.

Discounts

Automatic vendor discounts and discount limits can be setup for the vendor.

Wendor - Qutdoor Yendor

Find Vendor | ;l Limit To |Active ;I
Divisions | MHotes ] Catalog ] Rep Groups | Programs | Sales Order Control ‘ Price Lists | wWEB | Status Management |
General ] Contacts ] Product Line ] Payment Terms | Payment Terms Program | Credit Cards ] Shipping Dizcounts
‘ Sales Order Discuunl_ (F8) Sales Order Discount Percent Lookup Limits
Sales Order Total [ Discount % Customer / ¥endor Discount | Manual Discount

$1,000.00 | 5.00 * Percent - Percent -
| l 0] |
| |

- -

If the abave list is ety I the abave list is erty
Sales Reps cannot change the | there are no limits on the Sales
— Custorner / Vendor Sales Order Order Manual Discount
hd Dizcount on the Sales Order

Max C Di:
Percentage to get Qty Pricing 100.00

Nate: If the Dizcount defined for the CustomerAYendor [Custarmer Editar] iz
greater than the above limit, no quantity pricing will be available on the Sales
Order Line Items for that Customer/endor combination

Add 7 Update Information From Brandwise Display Brandwise Data Close [F12]

Adding Discount: Type in a blank field.
Edit Discount: Click in the text field to edit the Discount text.

Delete Shipping Method: Click on the Red block to remove the Discount.

49| Page



Sales Order Discount:
A sales order total and discount can be setup to automatically apply a discount if the order
reaches a certain total.

Sales Order Discount percent lookup limits:
This allows you to setup limits to what percent discount can be selected on an order for the
supplier.

= Customer/Vendor Discount: If a percent is entered in this section then the user will be
allowed to select different discount percent to change a customer/vendor discount
that has been setup on the customer record. If no limits are entered then the user will
not be allowed to change any customer/vendor discounts setup in the system.

= Manual Discount: This limits how much of a discount can be offered for this supplier. If
no limits are entered then the user will be allowed to apply any discount amount if
the system is set to allow discounts on orders for this vendor.

Max Customer Discount Percentage to get Qty Pricing:
If the discount on the order is greater than this percentage then quantity pricing will not be
available for that order.

Divisions
— e Divisions allows you to manage the
Geneal | Conlacts | Pustect Line | Payment Teims Payment Torms Progiam | Ciedil Cards Shippng | Dizcounts | dIVISlonS the Suppller IS Currently
Divisions | Motes | Cotalog | Mep Gioups | Programs | Sales Oider Control | Price Lists | WEB Status Management | . L.
- e s assigned. Under divisions you can
DRSO [ vk Feggom L ke Birgon . .
o Regen ov3 Fegon remove the supplier from a division, add

the vendor to a new division and move
= the supplier to a different divisions.

Double Click an above to remove Vendor From Division Double Chick on above ta add Vendas To Division

e W L=

Remove Supplier from a Division

Double click to remove supplier from This Vendor is in the following Division
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Move Supplier to another Division
Highlight the selected supplier to move from left division to right division
Add Supplier to a Division

Double click to move supplier from All Available Divisions to This Vendor is the following
Division.

Notes
il St ey Notes are internal notes about
Find Vendor | ] Limit To [Active -1

the vendor that are shared with
' General | Contacts | Productline | PapmentTerms | Payment Terms Program | CreditCards | Shipping | Discounts |
Divisions  Motes Catalog | Rep Groups | Programs | Sales Order Contiol | Price Lists | WEB Slatus Management the agency and the SaleS reps.

3

I Add / Update Information From Brandwise Display Brandwise Data Close [F12)

Catalogs
You can setup catalogs within the system for printing labels and splitting orders.

The Catalogs tab allow you to create and name your catalogs. You have to create one
here before you can add product to it. You can add an item at a time here or you can
import catalogs in Import from Vendor. By checking the Split Order box, catalog
information will display on the order and orders will split accordingly. Any catalog that is
checked as Exclusive will contain products that cannot be added to any other catalog.
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Catalog Name

Wendaor - Qutdoor Wendaor Cata|0g Se" DateS
Find Vendor | ] Limit To Set the catalog sell
_ _ _ _ _ _ - date range.
General ] Contacts | Product Line | Pay ent Terms | Pay Terms Program | Credit Cards | Shipping | Discounts |
Divisions ] Motes Catalog | Rep Groups | Programs | Sales Order Control | Price Lists | WEB | Status Management |

Catalog Ship Dates

Catalog Name Yendor Set the Catalog
Catalog Sell Dates | Catalog Ship Dates | Split Exclusive .
Stait | End | Earliest | Latest | Order Yendor Catalog Code Sh|p date range
Outdoor Wendor -
| | | [ O O _
Split Order
Catalog

information will
display on the
order and orders
will split
accordingly.

Exclusive
c Products marked
atalog Management i
as exclusive

cannot be added
Add / Update Inf " R Display Brandwize Data tO any Oth er

catalog.

Vendor

Vendor Catalog Code
Vendor Code for the catalog.

Catalog Management
Click Catalog Management to open the Catalog Editor. Here you are able to:
= Create Catalogs

= Build Catalogs

= Print Catalogs
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Build Catalogs

To assign products to your catalog pages, you will use the Build Catalogs utility.

Product Calalog Labels (Excluding CatalogID 99000000 and greater)
"Catalogs Build Catalog | Print Labels ] Assignment Errors |

Catalog |Eatalug Hame ;l Add Products To Catalog
Yendor |Be BEE See | Yendor Be BEE See -
Sort Order |z Exclusive Catalog  Excluzive Cat Count e ==0l hd
® Pags O Sku [ Exclude Products in Exclusive Catalogs
g Page # | SKU Count Display Track Errors
AddNew Page t [ | Add SKU [Description
_ _ BEBC-0001 Chiristrnaz Traditions | -
Chick on page # to limit | BEC-0002 Christrnas Traditions
SKU list to that page BEC-0002 Christmas Traditions I
. . BBC-0004 Seazon's Memores |
ity by slll T2l Lo (Betellny ‘ | BEC-000% Seazon's Memares |

5 M em

Page |5KU |Descnptmn BBC-0007 Hualiday Memaries - Cute
2 BEC-0001 Christrasz Traditions | BEBC-0002 Haliday Memaries - Cute I
2 BEC-0002 Christmas Traditians BEC-0009 Holiday M emaries - Freligious
2 BEC-0003 Christmas Traditians |l BEC-0010 Holiday Memaries - Religious 11
2 BEC-0004 Season's Memaries | BBC-00711 Haliday Memories - Winter Scenes
2 BEC-0005 Season's Memaries | BEC-0012 Holiday Memaries - Wirter Scene ||
2 BEC-0006 Season's Memories || BEBC-0013 Haoliday Memaries - Lettering
BBC-0014 Haoliday Memaries - Symbols
BBC-0015 Haoliday Memaries Asst - Symbaols & Lettering =
Double Click on Product to add it to the Catalog Page
Add Selected Products To Catalog Page |
Diouble Click on Product to remowve it from the Catalog Page Add Single Product

~1

Bemove Selected Products From Catalog Page |

Cloze

Assigning Products to Catalog Page

1. Select your catalog (created in Catalogs) from the Catalog dropdown.
2. Verify your supplier in the Vendor field.
3. Create your page using Add New Page #.
4. In Add Products to Catalog, select your Vendor and Product Line.
5. Add products to the page by highlighting multiple products numbers or use Add
Single Product.
= Adding multiple products

= Ctrl+Left mouse click to highlight multiple products

= Shift+Left mouse click to highlight a block of products
6. Click Add Selected Products to Catalog Page
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Print Labels

Print Labels will allow you to print catalog labels and catalog barcode pages based on the
selected catalog.

Product Calalog Labels (Excluding CatalagID 99000000 and greater)
| Catalogs ] Build Catalog FPrint Labels | Assignment Errors |

Select Catalog pages to print Catalog Pages selected to print

Catalog |Eatalog Mame 3 |L| Catalog |Page Humber
Yendor |Be BEE See |

Page #f
1
2
3

Double Click on Page Number ta
add ta list of pages ba print

Add Selected Pages To Print |
Add All Pages To Print |

Diouble Chck on Page Mumber to remove from hist of pages to print

Remove Selected Pages From List To Print |

Remove All Pages From List To Print |

| Label type _| Print Price
Preview Catalog Print Catalog Barcode type to use on Barcode Page Preview Catalog
Labels Labels & UPC or 55| Barcade in 3 of 9 Barcode Pages
Mumber Of Label Positions To Skip On First Page lII " UPC or Yendor Barcode in 3 of 9 Print Catalog
The Catalog Label Sort Order is - Catalog, Page and SKL  “Vendor Barcode in 3 of 9 Barcode Pages

Close

Printing Catalog Labels

Catalog Labels will use a specified label type to print labels.
1. Select a catalog form the Catalog dropdown.
2. Verify the supplier from the Vendor field.

3. Add pages to be printed using Page #, Add Selected Page ToPrint, or Add All Pages
To Print.

= Double click the page number to add to list of pages to print from Page #.
» Citrli+Left Mouse click to highlight multiple

= Shift+Left Mouse click to highlight a block
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4. Select Label Type

* 1lin x 5/8in Catalog Label

* Ann McGilvray with SSI Barcode

= Ann McGilvray with UPC Barcode

5. Click Preview Catalog Labels or Print Catalog Labels

Example: Catalog Labels with Ann McGilvray with UPC Barcode

1] doad ! 091
B-1

el m
168 481

Print Catalog Barcode Pages

doad W 07

N1 BT |

168 49~

BBEC

doad W 02P132

§168

1. Once you have added your pages to the Catalog Pages selected to print section,
you can print barcodes using:

= UPC or SSl Barcode in 3 0of 9

= UPC or Vendor Barcode in 3 of 9

= Vendor Barcode in 3 of 9

2. Click Preview Catalog Barcode Pages or Print Catalog Barcode Pages

Example: Catalog Barcode Pages using UPC or SSI Barcode in 3 of 9

Catalog Hame 3 { P#Z1 )

BE C-0009
Holiday $#1.69 Min
e NI
Religious

a8 a00l0a1801

48

BEC0011

Holiday
Memories - Winter
Scenes

$1.69 Min

|?El!ﬂﬂ!!? |

L H

(LB

BECO012

oliday
Memories - Winter
Scenell

$1.69 Min

i

|22|

L]
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Rep Groups
Rep groups is a list of rep groups this supplier is assigned to. Assighing suppliers to rep groups
has to be done by Brandwise.

YWendaor - Dutdoor Wendor

Find Vendor | -] Limit To
' General l Contacts ] Product Line | Payment Terms | Payment Terms Program | Credit Cards | Shipping | Dizcounts |
Divisions ] Motes | Catalog Rep Groups | Programs | Sales Order Control | Price Lists | WEB | Status Management |
Rep Group Yendor Agency Code Send To Yendor Bridge |Electronic
Yendor Elect Enabled Invyoice
Reach Summit Demo - | Shigh ]
Add / Update Information From Brandwise Digplay Brandwise Data Close [F12)
Rep Group

Displays the Rep Group Name.

Vendor Agency Code
Displays the Agency Code.

Send to Vendor Elect
Displays that the supplier is using Stream or Stream Lite to retrieve sales orders.

Vendor Bridge Enable
Displays that the supplier is using VendorXchange retrieve sales orders.

Electronic Invoice
Displays that your company is using InvoiceXchange with the supplier.
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Programs

Vendor programs can be added to each vendor. Each program added will be available at
the end of the order to be selected by the user.

Programs

Enter a description of the program and the program code. The program code is used if
a supplier is receiving their orders via an electronic order file using Stream to match the

program back in their back office system.

Wendor - QutdoorVendor

Add / Update Information From Brandwise

Find Vendor | -] Limit Te
" General ] Contacts ] Product Line | Payment Terms | Payment Terms Program | Credit Cards | Shipping | Discounts |
Divisions ] MNotes | Catalog | Rep Groups Programs | Sales Drder Control | Price Lists | WEB | Status Management |
Programs
Description Code Active
[ Program Is Mandatory
On A Sales Drder Default Program ;l

Dizplay Brandwize Data

Cloze [F12)

Program is mandatory on a sales order

If this is checked then the user will be forced to select a program at the end of the order

prior to being able to confirm the order.

Default Program

The default program will automatically apply to all the suppliers’ orders without the user

having to select the program.
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Sales Order Control
Sales order controls are the different settings/limits that can be set to assist in the order
process.

Yendar - Outdoor Wendor

Find Vendor | ] Limit To
' General ] Contacts ] Product Line | Payment Terms | Payment Terms Program | Credit Cards | Shipping | Discounts |

Divisions | Motes | Catalog | Rep Groups | Programs  Sales Order Contiol | Price Lists | WEB | Status Management |
Spiit Sales Order By Availabie Date | Fax SO Print Order [SKU -1
O Select Ship Date By Percentage Min Opening Order $200.00
[ Display MSRP Min Reorder Drder $100.00
[J Show QOH Date
[J Process QODH Dn Scan S HU] AT
[] Process Oty Onhand Enforce Min Mult Qty | Enforce Min Mult Qty O
[] Show Qty Onhand Allow Adding Unknown Product Allow Adding Unknown Product
Allow Product Date Available Allow Selling Dut of Stock Items Allow Selling Dut of Stock Items [

Override On Sales Drder ) )
¥ Allow Price Change On Sales Order [1 Allow Retailer To Confirm HFC Order
l:lManual Price Override Code Print Product Image on Sales Order

O Subtotal Drder By Product Line
O Print Price List Code On Sales Order Weight UOM |:|
g Pl!nt Price List lepi_a On Salez Order Cube UOM I:l

P'!nt (XIS E_mall pplalesid der [ Hide Sales Order Discount [ Hide Line Item Discount
[ Print Buyer Email On Sales Order A
[0 Lock Shipping Method On Sales Order PO Number Maximum Length l:l
[ Lock Terms On Sales Order Hote Maximum Length l:l
O Drder History Alert Maximum Line Items Per Order :l
[ Use Landscape Sales Order Report

FOB 5Sales Order Statement
| |
Add / Update Information From Brandwize Digplay Brandwize Data Cloze [F12)

Split Sales Order By Availability Date: will split orders by product available date.

Select Ship Date By Percentage: allows the ship date on an order to be applied based on
the available date of the products on the order. The user will be prompted to select a ship
date based on the how many products (broken out by shipping/dollar percentage) will be
available on that ship date. See more below for further information about Ship Date by
Percentage.

Display MSRP: will display the MSRP on a order

Show QOH Date: will display quantity on hand availability dates in PocketElite.

Process QOH on Scan: will deduct from the gty on hand as soon as an item is scanned.
Process Qty Onhand: will deduct from the gty on hand once the order is confirmed.
Show Qty Onhand: will show gty on hand information when an item is added.

Allow Product Date Available Override On Sales Order: this allows the user to change the
date an item is available when adding items to the order if the supplier is providing the
available date.

Allow Price Change On Sales Order: will allow users to change prices of products.
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Manual Price Override Code: is a code that can be used to have visibility of a discount
when it is applied to a line item on the order. This code will get applied to an order and
display on the order printout.

Subtotal By Product Line: will break out the sales order printout by product line.

Print Price List Code on Sales Order: this allows the price list code to print on the sales order
printout under each item so you can see which price list was used on each line item.

Print Price List Type on Sales Order: this allows the price list type to print on the sales order
printout under each item so you can see which price list was used on each line item.

Print Customer Email On Sales Order: will print the customers email on the order.

Print Buyer Email On Sales Order: will print the email of the selected buyer on the order.
Lock Shipping Method on Sales Order: if this is checked, the user is not allowed to override
the shipping methods assigned to the customer for the supplier on the sales order.

Lock Terms on Sales Order: If this is checked, the user is not allowed to override the terms
assigned to the customer for the supplier on the sales order.

Order History Alert: this allows the system to be set with different threshold beeps, when
using PocketElite, to notify the user of the last time the product has been ordered.

= Warning: This process can slow down the scanning speed based on the humber of
products/ orders in your system. Please consult Brandwise prior to using this
functionality.

Use Landscape of Sales Order Report: Changes Sales Order Report to Landscape.

Fax SO Print Order:
Select the order in which the supplier will receive the line items on the orders sent to them.

= Entered Order - prints in the order that the items were added to an order.

= SKU - prints numerically by SKU.

SKU Description - prints alphabetically by item description.
= Barcode - prints numerically by UPC or barcode number.

Min Opening Order: Minimum opening order is the total dollar amount that the supplier
requires for a new customer to order. The minimum opening amount is for reference only,
the system does not force this to be met to complete an order.

Min Reorder: Minimum reorder is the total dollar amount that the supplier requires for an
existing customer to reorder. The minimum reorder amount is for reference only, the system
does not force this to be met to complete an order.

Show: Product settings when the system is in show mode.

= Enforce Min Mult Qty: If this is checked, the user will not be able to break the min/
mult on product being added to an order.

59| Page



Allowing Adding Unknown Product: if this is checked, the user can add items to an
order that are not in the system. If this occurs, the item will only be added to the
order and not the system.

Allow Selling out of Stock Items: if this is checked, the user can sell items even if they
are out of stock. This is only used if the supplier sends stock information in their
product files.

Road: Product settings when the system is in road mode.

Enforce Min Mult Qty: if this is checked, the user will not be able to break the min/
mult on product being added to an order.

Allowing Adding Unknown Product: if this is checked, the user can add items to an
order that are not in the system. If this occurs, the item will only be added to the
order and not the system.

Allow Selling out of Stock Items: if this is checked, the user can sell items even if they
are out of stock. This is only used if the supplier sends stock information in their
product files.

Print Product Image on Sales Order: If you have images from the supplier, you can select this
option to print thumbnails on the sales order printout.

Weight UOM: enter the units of measure that will be used for weight (if applicable)

Cube UOM: enter the units of measure that will be used for cube (if applicable)

Hide Sale Order Discount: If this is checked, the user will not be allowed to apply a discount
at the end of the sales order for this supplier.

Hide Line Item Discount: If this is checked then the user will not be allowed to insert a line
item discount while adding items to the order for this supplier.

PO Number Maximum Length: Sets a character limit on PO Numbers

Note Maximum Length: Sets a character limit on Sales Order Notes

Maximum Line Items Per Order: Sets a line item limit per sales order
FOB Sales Order Statement: The FOB statement will print at the bottom of all orders for this
supplier.
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Split by Percentage

Split by Percentage allows the ship date on an order to be applied based on the available
date of the products on the order. The user will be prompted to select a ship date based on
the how many products (broken out by shipping/dollar percentage) will be available on
that ship date. This will reassign the selected ship date to the order. Keep in mind if you
select an order that is not 100%, it is up to your supplier to determine if they can ship those
products.

Split by Percentage is only available for systems that have Sprint 171 or higher. Please
contact Brandwise Support to upgrade.

To enable Split by Percentage:
e Agency 100 System
1. Navigate to the supplier that you wish to enable using Vendors > Vendors

2. Navigate to Sales Order Control and enable Select Ship Date By Percentage
and Process QOH On Scan

= This feature is not recommended with Split Sales Order By Available
Date enabled

vendor sy percentage |
Find Vendor | =1 L To

General | Contacts | ProductLine | Payment Terms | Papment Terms Program | Credit Cards | Shipping | Discounts
Divisions | Motes | Catalog | RepGroups | Programs  Sales Oider Control | Price Lists | WEB | Status Management

(] Split Sales Order By Available Date Fax SO PrintOrder S0 -]

© Select Ship Date By Percentage Min Opening Ordor [ 1011

[ Display MSAP Min Reardes Order

[ Show QOH Date -

[# Process QOH On Scan : ST, T : HOAD 1

[ Process Oty Onhand Enforce Min Mult Gy [0 Enforce Min Mult Qty O

7 Show Oty Onhand Allow Adding Unknown Product 7] Allow Adding Unknown Product [

[ Allow Product Date Available Allow Selling Dut of Stock ltems [] Allow Selling Dut of Stock ltems [
Override Dn Sales Order :

B Allow Piice Change On Sales Dider

I:lnmpﬁ“ Ovemide Cods = Print Product Image on Sales Order

[J Subtotal Order By Product Line

O Print Price List Code On Sales Drder Weight UDM |:|

O Print Price List Type On Sales Ordes cobeuoM [ |

g o gm“';“ﬁ“n o Sates drder O Hide Sales Order Discount (1 Hide Line Item Discount

[ Lock Shipping Method On Sales Drder PO Humber Maximum Length 1

[ Lock Temms On Sabes Order Hote Maximum Length I:I

(] Order History Alert Maximum Line [tems Per Dider I:I

[0 Use Landscape Sales Order Report

FOB Sales Dider Stalement

Add £ Update Information From Brandwize Dizplay Brandwize Data
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Price Lists

Wendor - Outdoor Vendor

Please note that only one Price List per Yendor can be checked as the Default Price List Override

Add / Update Information From Brandwise

Web

Display Brandwise Data

Close [F12]

Find Vendor || ;I Limit To |Act|ve ;l
" General I Contacts I Product Line ‘ Payment Terms ‘ Payment Terms Program | Credit Cards | Shipping | Discounts ‘
Divisions I Notes I Catalog | Rep Groups | Programs | Sales Order Control  Price Lists | WEB | Status Management
Price Lists
Code Description Start End Master Priority | Default Price
Date Date Default List Override
DEFALULT General Price List For Fieach Demo_1 Make Default EEEEE] O
O Make Default |

Multiple price list can be
built as subsets of
product from the

main supplier price list.
These price lists can be
used to limit the products
that are offered to a
customer. There can only
be one master default
price list per supplier. This
is generally the price list
which contains all
products from

the supplier and the
standard product prices.

The Web tab will be used to setup sales order control and other features for Reach.

Vendaor - Outdoor Wendor

[0 WEB Term Overrides Customer Term

[ Can Sell With Mo QOH

Default Web Order

[ Allow Adding Unknown Product

Enforce Min Mult Qty

Find Yendor | -] Limit To
' General ] Contacts ] Product Line | Payment Terms | Payment Terms Program | Credit Cards | Shipping | Dizcounts |
Divigiong ] Notes ] Catalog | Rep Groups | Programs | Sales Order Control | Price Lists WEB | Status Management |

WEB Sale Payment Term |Cledit Card
Sales Order Mote for WEB Sale

1

WEB Sale Payment Term [Hew Customer]
Sales Order Hote for WEB Sales [Hew Customer]

|Credit Card

Add / Update Information From Brandwize

Dizplay Brandwize Data

Close [F12)
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Allow Web Sales
Must be checked if your company has Reach.

WEB Term Overrides Customer Terms
This will override any terms associated with a customer and use the Web Sales Payment
Terms.

Can Sell with No QOH
This will enables the ability to override QOH if enabled in Sales Order Control.

Allow Adding of Unknown Product
Allows the retailer to add unknown product.

Enforce Min Mult Qty
Enforces your product minimum and multiple quantity in your product database.

Default Web Order
Sets the default web order to Confirmed or HFC.

Web Sales Payment Term
Sets the default payment term for Reach for New or Existing Customers.

Sales Order Notes for Web Sales
Creates a Sales Order Notes for Reach sales orders for New or Existing Customers.

Status Management
Status management allows you to change the status of the supplier to limit reps from
receiving product data when a vendor is terminated but commissions are still being paid.

endor - Dutdae Vendar
Fird Viewnkn | ] Lot To [l -]

Goneral | Contscts | Product Line | Paymont Torms | Payment Torms Program | Cindit Cords | Shigging | Discounts |
Divisions | Metes | Calalog | Rep Groups | Peograms | Sales Ordes Contrel | Price Lists | WEB Siatus Management

There are three statuses for a supplier:

Cument Stotus [T - | . . .
St O . Active: The vendor is active and all

Active

laveica Oriy | ] i

e — products will go to the sales reps.
. Invoice only: The vendor is still active for
commission purposes only; product will not go
to reps.

| e pEpemtn _ . _

. Inactive: The vendor is no longer active

and will not display for commission purposes nor will product go to the reps.
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Vendor Minimums

Vendor order minimums and reorder minimums can be entered under the vendor minimums
menu. These minimums will be displayed during the order process to help insure minimums

are met while placing orders.

To access vendor minimums go to: Setup > Vendors > Vendor Minimums

Setup | Help

Yendors

Products

Custarners

Corporate Settings

4 Fre/Post Show Setup
Accounting Periods

! Process End OF Day

i Flay

i {I} Yizion

Wendar Groups

Wendorz

YWendar Minimums

Wendor Customer [nformation

Wendor Promotions

B LIKIE

FORTLAMD

Product Catalogs
Lakewond
| Lakewond
B kIE FORTLAMD

Vendor Minimum Opening and Reorder Values
This will display the Supplier Name, Opening Order Amount, and Reorder Amounts.

Yendaor Minimum Opening And Reorder Yalues

£

F

Wendor Opening Reorder
Apparel LAZy ONE 200,00 $100.00
Apparel Tea Collection $250.00 $50.00
Apparel Tip Toey $200.00 $100.00
Arteriorg $0.00 $0.00
BUILT $200.00 $100.00
Depot of Furnishings $0.00 $0.00
Fred & Friends $200.00 $100.00
Gift Anne T aintar $200.00 $100.00
Gift True Ltility $200.00 $100.00
GoLite $200.00 $100.00
Home Article 24 $200.00 $100.00
Home Guild M aster $200.00 $100.00
Jellpcat $0.00 $0.00
LEAMIM TREE $0.00 $0.00
Lifetime Brands $0.00 $0.00
Qutdoor Yendor $200.00 $100.00
Falecek Furniture $0.00 $0.00
ROOST $0.00 $0.00
Seazonal Silver Tree $50.00 $50.00

Cloze [F12] J
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Vendor Customer Information

Vendor Customer Information will allow you to view and edit all customers that have been
hard coded to a vendor from the vendors tab in the customer record.

To access vendor minimums go to: Setup > Vendors > Vendor Customer Information

Setup l Help

| Wendors * | Yendor Groups |
Products 4 Wendors ¥
Customers + Wendor Minimums
Corporate Settings * | Yendor Customer Information |
Fre/Post Show Setup Yendor Pramotions i
Accounting Periods Product Catalogs
Process End OF Day | Lakewood )
Play vl Lakewood

.. Bk IE FORTLAMD
()] Vision BIIKIE PORTLAND

Vendor Information for Customer with Sales Orders for

selected Vendor

By selecting a vendor, you can view all customers that are hard coded to them. You can
also edit their vendor code, default, payment terms, discount, and the price list that they

are assigned to

Wendor Information for Customers with Sales Orders for selected Wendor

Yendor |Outdoor Vendor d Active Only

Customers to include

{* Customers without Vendor Codes: © All Customers

Customer

VYendor Information

Yendor Code

Payment Method

Disc¥

ALLPOSTERS COM INC 2100 PCWELL STREET 13TH FLOOR EMERY'ILLE CA 54605

0.00

BRANCHES 6636 SE MILVWALKIE PORTLAND OR 87202

0.00]

Brandwize 12596 W Bayaud Ave Suite 100 Lakewood CO 50225

0.00]

Branchwise 1519 Denver Wiest Dr Suite 111 Golden CO 50401

0.00]

Branchwise Demo 123 test ave Denver CO 50225

0.00]

Brandwize Inc 12596 West Bayvaud Avenue Suite 100 Lakewood CO 850225

0.00]

Branchwise Test 10551 Harlam ‘Wesminster Co 50020

0.00]

Test 123 Test Denver Co 50203

0.00]

test customer 123 test ave Lakewood CO G0225

0.00]

Todd test Customer 12596 West Bayvaud Ave Suite 100 Lakewood CO 80228

RN ENENENENENENENKE]

0.00]

-

Print Report

Close [F12)
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Vendor Promotions

Vendor Promotions can be set by the back office to discount orders based on order amount,
or both amount and payment terms.

From main menu go to: Setup > Vendors > Vendor Promotions

Setup | Help

“endors L4 Wendor Groups
Products r Vendaors |
Custarmners r Vendor Minimunns
Corporate Settings r “Yendor Customer Information

) Pre/Post Show Setup Yendaor Prornotions 1
Accounting Periods Product Catalogs

: Procesz End OF Day | Lakewond )

i Play v | Lakewood

; {D Visian AUKIE FORTLAMD

! BLIkIE PORTLAND

Adding a Vendor Promotion

‘ Please zselect aVendor | Outdoor Yendor J Active Promotions Onlp [

Promotions

Promotion Code ||

Dizcount % 0
Descripbon | Min. Amount 0

Comment
Payment Terms | ﬂ

Start D ate
EndDate ’—:|Z| Active v
Rank ,07 Mandatoy [

Vendor Promotions

|| Promo Code | Description | Active | Stat Date | End Date | Rark
MED Met 60; 10% on seazonal orders v 14172014 a
* r

1. Select a supplier from the Please select a Vendor dropdown.
2. Click New located on the bottom of the screen

3. Enter in the Promotion Code and Description. These will display in the dropdown
on the orders screen.

4. Select the Start and End date for the promotion
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5. Enter the Percent Discount that the customer will receive.

6. Enter the Minimum Amount required to qualify for the promotion

7. Select the Payment Terms required to qualify for the promotion

8. Set Rank - This is used if only one promotion can be applied to an order and if there
is more than one available the system will apply the promotion with the lowest
number.

9. If the promotion is mandatory, then check the Mandatory checkbox

10. Hit Save

NOTE: You can make dollar amount or both dollar amount and
payment as the criteria for your promotion

Example of completed promotion

| Please select aVendo | Dutdoaor Yendaor j Active Promotionz Only |

Promotions

Promotion Code |NBD Dizcount % 10,0000
Descripbon |Net 60; 10% on seasonal orders Min. Amount 0.0000
Comment -
1l Payment Terms |Net E0 J

Dt /2014 =

EndDate 171872020

Rank

=
-
-

—

Yendor Promotions

*

| Promo Code | Description | Active | Start Date | End Date | Rank
[ Met B0; 10% on seasonal orders i~ 1A142M4 142020334 .0

-

67| Page



Product Catalogs

You can setup catalogs within the system for printing labels and splitting orders.

From the main menu go to: Setup > Vendors > Product Catalogs

Setup | Help
Yendors r “Yendar Groups
i Products » Yendors
Customers r Wendor Minimums
| Corporate Settings r Yendor Customer [nformation

Pre/Post Show Setup

Accounting Peniods

Yendor Promations

| Product Catalogs

i Process End OF Day 0o

] Flay 3 -—_|
{D Yigion

The Catalogs tab allow you to create and name your catalogs. You have to create one
here before you can add product to it. You can add an item at a time here or you can

Product Czlalog Labels {(Excluding CatalogID 99000000 and greater)

Catalogs | Build Catalog | Print Labels |

Catalog Hame Yendor -
Catalog Sell Dates | Catalog Ship Dates | Split Exclusive
Start | End | E arliest | Latest | Order Yendor Catalog Code
Catalog Name -
| | | [ O O
| | | [ O ]

-

LClose
import catalogs in Import from Vendor. By checking the Split Order box, catalog
information will display on the order and orders will split accordingly. Any catalog that is
checked as Exclusive will contain products that cannot be added to any other catalog.
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Catalog Name
Catalog Sell Dates
Set the catalog sell date range.

Catalog Ship Dates
Set the catalog ship date range.

Split Order
Catalog information will display on the order and orders will split accordingly.

Exclusive
Products marked as exclusive cannot be added to any other catalog.

Vendor

Vendor Catalog Code

Vendor Code for the catalog.
For more information about Build Catalog and Print Labels, please view these links:

Build Catalog

Print Labels
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Products

Product management will be done within Setup > Products. We have found that the
suppliers respond on a more consistent basis when requests for data come directly from
you. Therefore, you will be responsible for communicating with the suppliers with regards to
collecting the data.

Brandwise will assist in product file cleanup by emailing your files to ssidata@brandwise.com.

If a supplier cannot provide a spreadsheet in a format that can be used by Brandwise then
you will be responsible to either enter the data into Brandwise or provide a spreadsheet to
be loaded into the system.

Add/Edit Products

Add/Edit product will allow you to change individual items in the system

From main menu go to: Setup > Products > Add/Edit

—
Setup | Help

Yendorg 3 - len E

Products v s F

Custarmers » Irport Products

Corporate Settings r Expart Products
4 Pre/Post Show Setup Product Options 1
]

&ccounting Periods Print Product Labels

Process End Of Day LPC Barcode Managerment

Play k Find Product |

m llv'llsil:ln -:IIHHLH.IILF T Ty T T T
_Jding &ddrezz DO NOT SHIP

Product Search

1. Select a supplier form the Vendor dropdown and click Search to pull up all
items. You can also limit by Product Line or type in an individual SKU.
= UsetheV,L, orP to clear the text from the search fields.
2. Additional criteria may be added to your search using the following:

=  Vendors
1. Active
2. Al
3. Product
= Active
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= Al

4. Price

= All

= None
5. Price List

=  Master

=  Other
6. Click Search

Example of Search Criteria

Products by Be BEE See / PLCodeDesc
A Prod [ata anqge bo ed o o = Ay e
Active | Disc SkU Name M MSRP Digcount Product
O |=egEge] product description o $11.00 FPLCodeDesc
[0 |contentsku2 product description UoM $11.00 PLCodeDesc
[0 |contentzkul product description UoM $11.00 PLCodeDesc
O [contentskud product description JoM $11.00 PLCodeDesc
O [zku product description JoM $11.00 PLCodeDesc
-
al | o[
Master Price List || LI
Code= DEFALLT
SKU - contentskul
Price Min | Multi
$1.00 1 1
$10.00 | 10 1T
$20.00 | 20 1
$30.00 | 30 1 -
Yendors 4 Product - Price Price List 1 vendor [Be BEE Gee = Search Add Product | Find |
@ Antive ‘HV@ Antive ‘H'@ Al —HV @ Master “ Line PLCodeDesc - L Copy Description
L:) Al 3 Al O None || O Other | g 3 | gree—s ﬂ ﬂ ﬂ ﬂ Close [F12)

Product Search Results

All products will display where you can edit each SKU, price, qty, etc... Assoon as a
change is made, it is saved. You can also check the item as Active, Discontinued, or click
the red block to Delete the product.
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Product Price, Product Price Breaks, and Price Lists
Product Price, Product Quantity Price Breaks and Price Lists will display below the search

results once you click on a product row. If you don't have a Product Quantity Price Breaks,
this section will display your Price, Minimum Quantity and Multiple Quantity for the selected
product.

Master Price List ||Designer Pricing - J
Code= DEFALLT Code=DESMET
SKU - contentzkul SKU - contentzkul
Price Min | Multi « Price Min | Multi .
$1.00 1 1 $0.75 1 1
$10.00 | 10 1 ==
$2000 | 20 1 |
$30.00 | 30 1 - -

Add/Edit Pricing
1. Click on the SKU section to edit the Product Price, Min, or Multi.
2. Clickin a blank row to add Product Quantity Pricing.
3. To Delete, click on the red box and confirm deletion.
Master Price List
1. Click on the dropdown next to Master Price List to view available price lists.

2. To add additional Price Lists, click on the J next to the price list to open the Price
List tab for that supplier.

Adding New Product
To add a new product to your system:
1. Limit the Vendor search to your supplier.
2. Click Add New Product.
3. Anew line will be inserted into the Product Search Results.

a. Required Fields
= SKU
= Product Name
4. Click into another field to save your changes. This will also unlock the Pricing option

for the product

5. Add the Product Price, Min, and Multi - All Fields are Required
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Example of New Product

Products by Be BEE See f PLCodeDesc

Active | Dizc Sku MHame L0OM MSRP Dizcount Froduct =
[ [contentskul product description oM $11.00 PLCodeDesc
[ [contentskuz product dezcription LIk $11.00 PLCodeDesc
[ [contentsku3 product dezcription LI $11.00 PLCodeDesc
[ [|contentskud product dezcription LIk $11.00 PLCodeDesc
O |[=ku product dezcription LI $11.00 PLCodeDesc
O [Mew Froduct SEL Mew Praduct Mame PLCodeDesc
Ll
al | [
Master Price List || ;l J
Code= DEFALLT
SKU - Mew Product SKU
Price Min | Muli
$1.00 1 1]
Yendors - Product 1 Price Price List 1 vendor [Be BEE See y Search Add Product | Find |
&) Active |[Ce) Active || Al i) Master | |ine FlCodeDesc = | Copy Desaription
L:a &l ”{3 &l ”{3 Nu:une—”{:) Other | g 3| grrer— B| a|a|w| Close(F12)

Additional Features
Copy Description

This process will copy the first 15 characters of the product name to the short product name
(Label Name Line 1) on all records in the group where the short name is blank.

Update Barcode

This process will update the product barcodes to equal the SSI Product ID for the supplier.
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Barcode

Product Barcode For

upc

Quantity

By clicking the 'B' located by the Search options, this will

display the Product Barcode for the selected item. If

you have multiple barcodes, you are Archiving Old

Barcodes.

By clicking the 'Q' located by the Search
options, this will display the Quantity on

Hand, Product Availability Date, Full

Product Number.

Assortments

SKU - sku

Quantity | Avail Date

Full Product # -

100) 1212/2015

gku-FullProductt urmber

Aszortment [zku] Contents

S5kU Qty Description -
contentzkul - 1 |product description

contentzku? - 1 |product description Contents.

contentzkud - 1 |product description
contentzkud - 1 |product description

- 1 ]

-

Product Master Web

By clicking the 'W' located by the Search
options, this will display the Product Master
Web which will display the product selling

description and features.

omeH 1aubo1d 19126M

By clicking the 'A' located by the Search
options, this will display the Assortment

| tauberd 1as2m

2noifgiozsd | Froilgioesd | € noilginazed

< noifgitozad |

1admud

Tzinsinea

noitgiozsh faubow Sutzinsines

noifeiiozsh kot Ewiziates

noitsiazsh Faubot Putzinsings

UAZ foubord wall

ViliGamebtiaubor| iz

2 noifeiizzsd] ¥ noititzzsd]

€ noifitazad]

< ncifeiizzsd]

I noifitozsq|
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Import Products

Import from Vendor allows you to import an entire product file that is received from the
supplier. The file must be in the required format.

From the main menu go to: Setup > Products > Import Products

{D Wigion

“—
Setup | Help
Yendors Cp}
Products | Add/Edit
Cuztomners | Impaort Products
Corporate Settings E=port Products
| Pre/Pozt Show Setup Product Optionz
Accounting Perods Print Product Labels
Process End OF Day UPC Barcode M anagement
Play Find Product

Importing Products
To import products into your Play system, please follow the steps below:

0AST HIGHY ELMA

Brandwise Product Irmport And Update (Version 11.01.02) Product Data changes will be saved on the Main Server

There is no data to process

Get Products
from 551

Source File Hame |

File Type
" Excel (#L5)
% Text [TxT)

Select
Source File

Import
Products

File

Edit Source

Move Import
File

[ Leave Dashes in Barcode
[ Allow Duplicate UPC

Yiew f Edit Products
Yiew New/Changed Product Lines
Yiew Products that will be Discontinued

Selected Yendor

Selected Price List

Product Lines

New

Update

Update Method

Delete

RN B e e B
U e LY =

_ Update [Add / Change / Discontinue]
_ Update [Add / Change Matching Only
_ Update [Add / Change / Inachive)

. Replacement [Add 7 Change / Delete]
_ Update all Matching to Discontinued *
. Update all Matching to Inactive *

_ Delete all Matching Products =

Products

New

Update

Discontinue

Inactive

Delete

Update Brandwise
Product Database

* Update Method 5. 6 And 7 only require the first three data elements [Up to the Product 5KU)

Barcode Changes

(=0 =N =} =N =] iy —}]

[J Copy 55! Product ID to Product Barcode Field
Thiz is to support Boomerang Scanners Only

Clear Import Data I

Product

Master Web Aszortments

Q0H Data

Price Lists I Catalog

Beports

Setup

Error Codes I Quit I
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Importing a File
1. Select the File Type of the file that you are going to import. Make sure the file is in
the following format:

= Text (.txt)
= Excel (Excel 97-2003 .xIs)

2. Click Select Source File, this will allow you to browse for your file using File Explorer.
Once you have selected your file, it will show up in the yellow Source File Name.

3. Click Import Products to begin the import process.

Selecting a Supplier

1. If your files does not have a Supplier Code in Column 2, you will be prompted to
Select a Vendor.

2. Once you have selected your supplier from the Vendor dropdown, all of their
information will fill in.

3. Click Continue to proceed with the import

select Wendor

Please select a Vendor below and then push the continue button

Vendor [BeBEE See -

The above Vendor list only includes active Vendors
that have an 551 Yendor Code
and have a default Price List

551 Vendor ID [14127 |

Yendor ID (49 |

Yendor Code |4EI |

Yendor Mame [Be BEE See |

Pncing Code ID |1 |

Price List Name |General Price List For PTVI |

Price List ID |5I] |

Pricing Code Mame  |Default Pricing |

Currency |LI5D |
|

Archive Old Barcodes [ND

Continue Cancel
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Data Validation

Once you have clicked continue to proceed with the import, the system will validate your
product file. If you receive an error during this process, check your file format. You may
have a data field in the wrong column. You may be able to correct them from the product
editor.

Please Wait
While

10:16:30 AM

Data Validation

Select File Options

Once you file has been validated, you can select the following file options (not required):
= Leave Dashed in Barcode
= Allow Duplicate UPC

= Archive Old Barcodes (From Vendor Record)

Product Status
Discontinued

If an item is discontinued, you can still sell it but discontinue will appear.
Inactive

If an item is inactive, you cannot sell it.

Deleted

If an item is deleted, the it will no longer be in the system.
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Select Update Methods

There is 7 different update methods that you can select to update your product database.

Update Method

- Update [Add / Change / Dizscontinue]
_ Update [Add / Change Matching Only
_ Update [Add f Change f Inactive]

- Replacement [Add / Change f Delete]
. Update all Matching to Dizcontinued =
_ Update all Matching to Inactive =

. Delete all Matching Products =

T
- L R X

1. Update (Add / Change / Discontinue)

= This option will add or change the products in the file and discontinue the
rest in the product database.

2. Update ( Add / Change Matching Only)

= This option will only add or change the products in the file with the matching
products in the database.

3. Update (Add / Change / Inactive)

= This option will add or change the products in the file and inactivate the rest
in the product database.

4. Replacement (Add / Change / Delete)

= This option will replace all products in your product database with the
product in the file. This will delete all products not in the file in your product
database.

= NOTE: If you reenter these deleted products at a later date and you
use SSI Barcodes, your older labels will not scan. You will need to
reprint these product labels.

= This requires assistance from Brandwise to unlock this option. Please call
Brandwise Support at 877-435-3225 option 1.

5. Update All Matching to Discontinue

= This option will discontinue all products in your file in the product database.

6. Update All Matching to Inactive

=  This option will discontinue all products in your file in the product database.

7. Delete all Matching Products
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= This option will delete all products in your file in the product database.

= NOTE: If you reenter these deleted products at a later date and you

use SSI Barcodes, your older labels will not scan. You will need to

reprint these product labels.

» This requires assistance from Brandwise to unlock this option. Please call
Brandwise Support at 877-435-3225 option 1

Update Brandwise Product Database
Update Brandwise
Once you have chosen your update method, click . You will be

asked to enter the administrator password. Click Continue to import your products.

Product Information to Update

You can select what to update information by checking the following options:

Product Inforrmation To Update

Update the following Product Information only

B azic Product Information
Hame
Short Hame (Line 1}
Short Hame (Line 2}
Product Line
VYendor Barcode (UPC)
UoM
Only Sold in Azzortment
HazTester
Restricted
Discountable
Discontinued
MSRP

Barcodes that will change

Additional Product Information

Quantity On Hand
Oty In Warehouse
Oty Hard Committed
Oty Soft Committed
Oty On Order

Oty On Water

Oty At Dock

Case Size

[ Inner Pack

Weight
Dimensions

Cube

Close Out Flag
Remarks

0
Cancel

Continue
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Products Additional Features
Get Products from SSI

This process will download any New or Updated Product Information from Brandwise for
your suppliers.

= The files will be stored in C:\ShowroomSolutions\ProductFiles\

= These files will be a pipe delimited (]) text file (.txt)

Edit Source File
Edit Source File

This will open the selected product file so you can edit directly from Import from Vendor.
Move Import File

Move Import File will move your selected file into the Import Files Backup Directory. To select
a backup directory:

1. Click Setup
2. Enteryour file path in Import Files Backup Directory
Vlew/Edit Products

View/Edit Products will display all products in the file with the Brandwise field names.

"Bl Mew/ Updsted Praducts AL PRODLICTS) =)
Hew Product Data [New and Updates] | Information and Help |
Bad | Status S5l Eror Codes SKU UFPC M ame
Data Wendorl D [t ax BO) [Max 17] [Max 255]
[T [Update shu upc product description
Recard: 14| 4 | 1 [ b1 p#] of 1 A | | j
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Here you are able to edit the fields directly to correct any issues that may occur during the

import process.

Other Data

= Displays optional file fields

Main Data

= Displays the main file fields

Error Codes

= Displays Error Codes.

Errors Only

= Display products with Errors Only.

View New/Changed Product Lines

View New/Changed Product Lines will display Product Lines that will be added or changed
in your product database.

Products Lines

(= & |meSa)

Achion

23

YWendaor D

Praduct Line

Code

M ame

Ipdate

14127

PLCode

PLCodeDesc

Record: 4| 4 |] 1 k| e ] of 1

Cloze
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View Products Based on Update Method

Yiew [ Edit Products
Yiew NewfChanged Froduct Lines
Yiew Products that will be made Inactive

Once you have selected your Update
Method, click on the red button above to
view the products that will be made
discontinued, inactive, or deleted.

Update Method

IR T T B T T
= L ST R

. Update [Add f Change / Discontinue]
. Update [Add f Change Matching Only
. Update [Add f Change f Inactive]

. Replacement [Add / Change / Delete]
. Update all Matching to Dizcontinued =
. Update all Matching to Inactive =

. Delete all Matching Products =

Clear Import Data

Clears all criteria in Import from Vendor.

Reports

Reports will give you the ability to print or preview the following:

Setup

New and Updated Products

New and Updated Products (With Errors Only)

Product and Assortment File Import Specification
Products that will have Barcode changed by this import
Product Master Web File Import Specification

Product Quantity on Hand Import Specification

Setup will allow you to specify what program you will use for the Excel and Text files. You
can also specify what backup directory you want to use for your product files.

Error Codes

Error Codes will list all Error Codes and Descriptions.

Quit

Closes Import from Vendor
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Import Products: Assortments

Assortments are a grouping of products that can be added to an order with one click.
Assortments can be setup from the main office and shared with the individual reps through
the data transfer. This process creates assortments from existing products in the database,

no products are created. Make sure your products exist in the product database before
importing assignments.

Assartments - Import And Update

There is no data to process |

- The import process is the same
E“IIE Tpe Select Import Edit Source Move Import

Excel (LS a8 I
& Tan[ﬁﬁxr]] Source File Assortments File File as |mpOI’t from Vendor except

Source File Name | ] | the file is in a specific format.

1. Select the File Type.

This process creates Assortment content lists from the existing Products in the existing database, no prod
are created.

2. Click Select Source File to
locate your file.

If you have Products to import from the ¥endor that you are going to import Assortments for, you should import
the Products first.

3. Click Import Assortments.

4. Click Review and Update Showroom Solutions Assortments.

5. ReVIeW product Assortments for Be BEE See
Assortments for Be BEE See Missing| Bad
data Errors W|” also SKU Description Price SKU | SKU Display
sku product description Mo No = Al Azzotments

display in this section. £ Orly with bad data
6. Click Update Showroom falidote

SO'Uth ns tO |m pOI't Diouble click on Assoitment to remove it from the import list

Contents of
Assortment file. SKU Description | Oty |Bad [Missing| Bad =
Oty | SKU | SKU

Dauble click on the Bty column to remaove Sk from Assortment

Update Showroom Solutions Close
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Catalog Import

Import Products: Catalog

Lol o ]

File Type

General |View,’ Edit Import Data | Import File Specification |

Edit Source
File

Select
Source File

Import
Catalog Data

The impart file rust only contain data for a single
Wendor but it can contain more than one cataolg for
that vendaor

Source File Name |

CATALOGS IN THIS IMPORT

Yendor

[Catalog Code [CatalogMame

[Status

Please nate that
Catalogs cannat be
deleted, but Products
can be removed from
Catalogs.

Update Catalog Method
& Add New Products / Pages to Catalog
" Remove Matching Products / Page from Catalog

Update Brandwise

Calatogs with a statuz of new
will be created by thiz Update
process

[ update all Products
that are added to
Catalogs To Active

Clear Import Data Data VYalidation

Cloze

The import process is the same as Import from Vendor except the file is in a specific

format.

1. Selectthe File Type.

Click Select

N

Source File to locate your file.

3. Click Import Catalog Data.

CATALDGS IN THIS IMPORT

Yendor

[Catalog Code | CatalogName

Be BEE See

[Status

YendorCatalogC

New

Please note that
Catalogs cannot be
deleted, but Products
can be removed from
Catalogs.

Update Catalog Method
* Add New Products / Pages to Catalog
" Remove Matching Products / Page from Catalog

Update Brandwise

4. Review Catalogs in Import
5. Select Catalog Update Method

Calatogs with a status of new
will be created by this Update
process

[ update all Products
that are added to
Catalogs To Active
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6. Add New Products / Pages to Catalog
7. Remove Matching Products / Page from Catalog

8. Click Update Brandwise to import Catalog file.

View / Edit Import Data

The View / Edit Import Data tab will display the data that will be imported. Errors will also be
displayed with the Error codes listed on the bottom.

Catalog Import

- ]

General View /EditIimport Data |Impur1 File Specification |

Vendor Code [Catalog Code |Catalog Mame SKU Page # |Dizplay [E1 ‘EZ‘E3|E4‘E5| -
Page # T
\VendorCatalogCod|Catalog ame BRC-0001 1 1 OO0 0oOog
49 WendorCatalogCod|Catalogh ame BBC-0002 1 1 OO0 O00f
49 VendorCatalogCod|Catalogh ame BBC-0003 1 1 OO0 0004

E1=Cannot Find Single Yendor EZ2=Catalog Code more than 255 digits or iz BlankE 3=Cannot Find
Product E4=Page # iz not numenc E5=Display Page # containz more than 50 chars

Yendors To ImpulllII

CatalogsTo Import IIl ZI

Clear Import Data

D ata Validation

Close

Error Codes

Error Code |Error Description

E1l Cannot find single Supplier

E2 Catalog code is more than 255 characters or is Blank
E3 Cannot find Product

E4 Page # in not numeric

E5 Display Page # contains more than 50 characters
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Import Products Errors

You may encounter some errors when you are importing a product file. You will get a

notification if your file has errors during the import process. You are able to view the errors in

the main console and use View/Edit Products to correct most errors.

Error Count

The error count is available in the main console on the lower right:

Correcting Errors in View/Edit Products

1. Click on View/Edit Products.

2. Click Errors Only to view the input file limited to errors.

Example of Errors Only

Mew / Updated Products (8LL PRODUCTS) [
Mew Product Data [New and Updates) | Information and Help |

Bad | Status 551 Error Codes Sk LFC Mame -
Data WendorlD [Max BO) [Max17) [Max 255]

»[ ¥ | Update PRICE-2 MIN-2 - sku 1
W | Update | 14127 |PRICE-Z MIN-Z Q- sku 1
W | Add | 14127 |PRICE-2 01-2 Date-|sku 1
W | Add | 14127 |PRICE-2 071-2 Date-|sku-2 1

Record: 14 4 | A 1 | |

LCloze

H{5
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3. All errors will have a check in the Bad Data column.

= NOTE: Make sure that your file fields match to the Brandwise Field Names. If
you data is not aligned (see above example), this will cause the whole file to
error. Itis recommended to fix the alignment issue and reimport the file.

4. Error Codes will be displayed in the Error Codes column.
5. Click on Error Codes (see below) to view the corresponding error.
6. Each field is editable so you can correct errors direct in View/Edit Products.

7. Once you have corrected the error(s), click on Data Validation to rerun the
validation. This will remove the error code or display any new errors.

8. Click Close when you have no checks in the Bad Data column.

9. You are able to import your files once all errors have been corrected.

Error Codes and Description

BCODE-1 No Barcode (UPC)

BCODE-3 Space in Barcode (UPC)

BCODE-4 Barcode (UPC) longer than 17 characters

BCODE-5 Duplicate Barcode (UPC) in input

BCODE-6 Product Number on input Barcode is assigned to another
DATE-1 Incorrect Date Format - should be (MM/DD/YY)

MAN-1 No ssiVendorlD

MAN-3 Space in Manufacturer Code

MAN-4 Manufacturer Code longer that 15 characters

MIN Minimum Qty must be greater than 0

MIN-2 Minimum Qty contains hon-numeric characters

MINMULT Multiple Qty is larger than Minimum Qty

Master Product Number contains unacceptable character

MPN-2 (X) = The first position of the unacceptable character
MSRP MSRP contains non-numeric characters

MUL-2 Multiple Qty contains non-numeric characters

MUL-4 Multiple Qty must be greater that 0

NAME-1 Name is blank (null)

P1-2 First Price contains non-numeric characters

P1-3 First Price is blank (null)

pP2-2 Second Price contains non-numeric characters

P2-3 Second Price is blank (null)
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P3-2 Third Price contains non-numeric characters
P3-3 Third Price is blank (null)
P4-2 Fourth Price contains non-numeric characters
P4-3 Fourth Price is blank (null)
P5-2 Fifth Price contains non-numeric characters
P5-3 Fifth Price is blank (null)
PLC-3 Space in Product Line Code
PLC-4 Product Line Code is longer than 15 characters
PRICE-1 Price is blank (null)
PRICE-2 Price contains non-numeric characters
PRICE-4 Price is greater that $999,999.99
Q1-2 First Quantity contains non-numeric characters
Q1-3 First Quantity must be greater than Minimum Qty
Q1-4 First Quantity must be greater than 0
Q1-5 First Quantity has a Price but no Qty defined
Q2-2 Second Quantity contains non-numeric characters
Q2-3 Second Quantity must be greater than Minimum Qty
Q2-4 Second Quantity must be greater than 0
Q2-5 Second Quantity has a Price but no Qty defined
Q3-2 Third Quantity contains non-numeric characters
Q3-3 Third Quantity must be greater than Minimum Qty
Q34 Third Quantity must be greater than 0
Q3-5 Third Quantity has a Price but no Qty defined
Q4-2 Fourth Quantity contains non-numeric characters
Q4-3 Fourth Quantity must be greater than Minimum Qty
Q4-4 Fourth Quantity must be greater than 0
Q4-5 Fourth Quantity has a Price but no Qty defined
Q5-2 Fifth Quantity contains non-numeric characters
Q5-3 Fifth Quantity must be greater than Minimum Qty
Q5-4 Fifth Quantity must be greater than 0
Q5-5 Fifth Quantity has a Price but no Qty defined
QTY-5 Two or more Quantities are the same
SKU-1 SKU is blank (null)
SKU-4 SKU is longer than 50 characters
SKU-5 Duplicate SKU in input
SKU-6(X) SKU contajns una_lc_:ceptable character

(X) = The first position of the unacceptable character
SN-4 Short Name 1 or 2 is longer than 18 characters
u-4 UOM is longer than 15 characters
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Import Products: Price List

Multiple price list can be built as subsets of product from the main supplier price list. These
price lists can be used to limit the products that are offered to a customer. There can only
be one master default price list per supplier. This is generally the price list which contains all
products from the supplier and the standard product prices.

Price List Import EI
General | MNew Import Price List Detailed I Import File Specification |
F
Select Import Edit Source
 Tet [THT] Source File Products File
Source File Name ‘ |
Yendor [From source file) ‘ |
Price List [ | Code | | Master ]

Update Price List Method

@ &4dd new prices and update matching Product Pricing records

 Add new prices and update matching Praduct Pricing recards and delete non matching Product Pricing records

Update Brandwize

This process creates Price List records for existing Products, no products are created
If you have Products to impart from the Wendor that you are going to import Price List records for, you should import the Products first

LClear Import Data

The import process is the same as Import from Vendor except the file is in a specific format.
1. Select the File Type.
2. Click Select Source File to locate your file.
3. Click Import Products.

4. Select Price List Method

Prie ListImpot [=I=EE . Add new prices and
Genesal | New Import Price List Detailed | Import File Specilication | Price Lists |
File Type _ update matching
© Excel [¥L5] Select { Import ! Edit Source
’7(5‘ Text [TXT] ‘ Source File iProducts: File PI‘OdUCt Pr|C|ng reCOI’dS
Source File Name [C*Usershokennedy Desklopt Tes! Froduct Files for e GeevFiics List b |
Vendor (From source file) [E= BEE Ses |
Price List [Frics List Cods | Code [FiCode | Master O N Add new p rices and
update matching

@ Add new prices and update matching Product Pricing recards

Product Pricing records
and delete non

Update Brandwise matching Product Pricing
records

= Add new prices and update matching Product Pricing records and delete non matching Product Pricing records

This process creates Price List records for existing Products, no products are created
If pou have Praducts to import from the Yendar that pou are going ta import Price List records for, pou should impart the Products first.

Clear Import Data
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5. Review New Import Price List Detailed to view products that are going to be

imported into this price list

Price List Import

[E=N EoR ™

General New Import Price List Detailed | Import File Specification | Price Lists |

Yendor Be BEE See R
| | Prices to Show Delete Data With
& AllPrices € Enmors Only ¢ Mo Ermors Only i
| Selected Price List - Price List Code - Code [PLCode) |
Price SKU Existing Price Min | Multi | Mis Errors
Code Product Description Qty | Aty | SKU Code [Price | Min [Multi [Dups
» [PLCode [sku praduct description 100 1 |10 olololalal o

Clear Import Data

Close

6. Errors will be listed in the Errors section. You can also Delete Data with Errors.

7. Click Update Brandwise in the General tab to import your Price List file.

Price List Tab

Price ListIrport EI
General | New Import Price List Detailed | Import File Specification FPrice Lists
| Vendor |
| Be BEE See |
| Price Lists |
Description Start End Master | «
Date Date Default ||
General Price List For PTVI
Designer Pricing O
Price List Code O
0

Clear Import Data

Cloze

The Price List tab allows you to create Price Lists. Each price list must be created and have
a code to be able to import products into it.
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Import Products: Product Master Web

Incorporated into details about each product master web record is the ability to display
long paragraph copy, feature lists, and attributes surrounding each product. These
associations are made at the Master

Product Number level so that all products that share the same Master Product Number will
share their Selling Description 1 (long paragraph copy), Selling Description 2 (feature list),
and associated Attributes. The Product Master Web file will contain one record for each
Master Product Number and may contain, MasterProductNumber, SellingDescriptionl,
SellingDescription2, DisplayProductNumber, DisplayStartDate, and

DisplayEndDate. In this file, the display product number specifies the product that will be
shown in instances where items are being displayed in a grid format.

Product Master Web - Import &nd Update

There is no data to process |

File Type
" Excel p4LS) | Select | Impaort Product
File File

& Test [TXT) ‘Source File; Master Web

Edit Source | Move Import

| Source File Name |

Clear Import Data
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Product haster Web records for Be BEE See

Bad Data [Master Product Num| Product Name Description1 Description2 Description3 Descriptiond Descriptiond
» | + [ProcucthamePhfity Description 1 Description 2 Description 3 Description 4 Description 5

Update Showroom Solutions VYalidate

Record: 14| 4 | T b | M pk] of 1 < | =]

The import process is the same as Import from Vendor except the file is in a specific format.
1. Select the File Type.
2. Click Select Source File to locate your file.
3. Click Import Product Master Web.
4. Select your supplier if no vendor code is being supplied in the file.
5. Click Review and Update Brandwise Product Master Web Files

6. Click Update Showroom Solutions to import the Product Master Web file.

NOTE: Errors will be displayed with a check in the Bad Data
column. Error Message is located in the last column of the editor
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Import Products: QOH

QOH wiill give you the ability to share Quantity on Hand and set Date Availability dates for
each products with your company. You can choose to enforce these values during the
ordering process.

[

Product QOH and Awvailable Date - Import And Update

There is no data to process

Import Edit Source Move Import
QOH / Date File File
Source File Hame | |

SKU Date Full Product Number Oty Description Bad -
Available Data[sKn [D=z

—File Type ————
7 Excel [¥L5) Select
& Text [THT] Source File

=
< | »

Clear Import Data Show All Yahdate Update Brandwize |

Product QOH and &vailable Date - Impart &nd Update The |mport process |S the same as
Product QOH / Availabilty Dates for Be BEE See |
B Import from Vendor except the
© Excel [2L5) Select Import Edit Source Move Import . . .
& Ten (TRT] Source File QOH / Date File File file is in a specific format.

Source File Name |C:\Users\ckennedy\Desktup\Test Product Files for Be SeehText GOH tat |

SKU Date Full Product Humber Aty Description Bad
Available Data|[SKU [D:
& [sku 1472020 1100 o[oft

1. Select the File Type.

2. Click Select Source File to
locate your file.

3. Click Import QOH / Date.

« | ol
Clear Import Data | Show Enors | Validate Undate Brandwise | 4., Select your supplier if no
vendor code is being supplied in
the file.

5. Click Update Brandwise to import the QOH file.
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Export Products

Export products allows you to export your product files from your product database. You
can save these files as pipe delimited text or Microsoft Excel.

From the main menu go to: Setup > Products > Export Products

Setup l Help

Wendors » C} =

| Products v | addEd '
Cuztomers » Irmport Products
Corporate Settings b | Expart Praducts

I- Pre/Post Show Setup Product Options 1
Accounting Periods Prirt Product Labels
Process End OF Day LIPC Barcode M anagement I
Play L4 Find Praduct

(&) vision DAST HIGHY ELNA

Exporting Products

e BlEE s e A e B e i) 1. Select a Supplier from the
Current Vendor Product list Select a new Vendor (Active
EE T Tl STEEE  Only) dropdown.
49 Be BEE S
| I el I I | 2. Select your Create Data
—Create Data Select a new Vendor {Active Only) C”tena
" Products Only [Be BEE See -]
€m0y ST . Products Only
O Active Products Only ¢ ASSOthentS Only
Create Product/ Assortment Data ‘ ° Both
~Evport Tyne Eaport File Directory e  Active Products Only
e LR = 3. Click Create
O ictade Vendor Cote Export Data | Product/Assortment Data
i A el o e 4. Select an Export Type.
_wt | o  Pipe delimited text file
. Microsoft Excel
5. Check if you want to Include Vendor Code.
6. Select your Export File Directory
7. Click on Export Data to export your product list.
8

Product Export File Name: "SSI_P_" then the Supplier name followed by the date.
Assortment Export File Name: "SSI_P_" then the Supplier name followed by the date.
Navigate to your export data folder to retrieve the file.
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Print Product Labels

There are several different product label formats that can be selected within the print

product labels section of Play.

From the main menu go to: Setup > Products > Print Product Labels

Corporate Settingz
Pre/Post Show Setup
Accounting Periods
Process End OF Day
Play

{D igion

Setup | Help
Yendors C} -
Froducts Add/E dit 1
Custarners

Import Products
Ewport Products
Product Options

Print Product Labels

IIPC Barcode Managerment |
Fird Product |

S T T I T T T e

0AST HIGHY ELMA

Printing Product Labels

Main | Advanced |

Selection Criteria Label Style
1in = 5/8in With Date using 551 Barcode E
At - . .
VoG [ | LabetHaner (1 [=] The Main tab lists all products
Vendor [& Wandertul Vendor | — sl Court =1
i Copies Items fiom Price Code US D abal Count = .
Prodact Lnes[20 = for a selected supplier and
kU Product MName - Copies
[=] skt produe description |
# NoDomlint € Cosobate ©* UpicDae 4 allows you to add them to the
Allpicingwilbepr . et print list.
Products (3583) ¥ Active Products Only [ Include Discontinusd
Select SKU Product -
test TEST
Awy-002 RaMEKIN 2 02
Aw-003 SOUFFLE 302
Awy-004 SOUFFLE 4 02 - - -
Aw-005 SOUFFLE 6 02 S | t t
A0S |SUFFLE B election Criteria
Aw-007 SOUFFLE 10 0z . .
A8 DVAL RANEKI 300 1. Select your supplier status in
Awy-009 MINI EARRED RAMEKIN 1oz
Awy-010 HEART SOUFFLE 'WHITE 4 0Z
Ay SUARE AMEKIY the Vendor Status dropdown.
Aw012 TEARDROP RAMEKIN
Awy013 SOUFFLE DEEP 100z
Aw014 SOUFFLE 14 0z .
Awv015 SOUFFLE 32 0z
A SOUFFLE 32cz 2. Select your supplier from the
AO17 SOUFFLE 64 02/2 0T d d d
awv-018 QUICHE ROUND 4
Aw-013 CREME BRULEE ROUND 5 Ven Or rop OWﬂ.
Awy-020 QUICHE ROUND &
Aw021 QUICHE ROUND 10
w022 CREME BRULEE OWaL 5 1
Aw-023 Owal BARER FLUTED 12 1/4 3' SeleCt your prOdUCt |Ine
Aw024 CREME BRLLEE HEART & .
A28 QUICHE SQUARE 6344
Aw-026 QUICHE RECTANGULAR 11 form the PrOdUCt Llnes
AWw-027 CREME BRULEE 4 02 45N SQUAR d d
A28 LASAGNA PAN 1237459
Awy-029 Al GRATIM 10 rop OWﬂ -
Aw-030 SCALLOPED PARFAIT 8oz
4 »
Add Selected Products | fdd &1 Products ‘ Clear Selection | Renmove Selected | Remave Al | Preview Labels | Print Labels ‘ 4. Use th e SKU d ro pd own to

¥ Print Prices  Wumber of LabelstoSkip | 0 Appx Pages Req'd = 0.0

Print Label Queue on the right.

add a single product to the
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= Select the product from the dropdown or type in the SKU to search. Click
Add to move to product in the print queue.

5. Use the Date limits to limit your data by an option below and select your date. If a
date range is not needed, use No Date Limit.

= Create Date

= Update Date

Product Results

Based on your criteria, items will list the product section. Check each product that you
would like to print a label for. You can limit the view by selecting Active Products Only
and/or Include Discontinued.

= Add Selected Products: Add all items that are checked to the print list
= Add All Products: Adds all products listed to the print list
= Clear Selection : Clears all items that are checked

Label Print List

1. Select your label style you would like to use from the Label Style or Label Number
dropdowns.

2. If you want to print multiple copies, enter in the number of copies in the Copies field.
3. Choose the following options

= Remove Selected: Removes the item selected from the print list

= Remove All: Removes all items from the print list

= Preview Labels: Previews how print list items will print

= Print Labels: Prints all items in the print list
4. Print Options

= Print Prices: Displays Prices on labels

= Number of Labels to Skip: Allows you to skip labels on the sheet you are
printing them on

= Pages Required: Shows you how many pages are required to print the list
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Advanced

The Advanced tab will allow you to search for items and add them individually to the print
list.

"Main  Advanced ]

Label Sty
A Wonderful Yendor : Product Line - &l IS E
Tin = 5/8in Using Yendars UPC Barcode or 551 Barcode IZ|
i i» {* Starts with  { Contai
Rz SR At oA Label Mumber |5 IZ|

|awv M Copies ’_ Label Count = 4

Product MHame Copies
Select  SkU Product - p AwAy002 RAMEKIN 2 02 1

N W a0z AwWO03 | SOUFFLE 302 1
Ahy-003 SOUFFLE 302 A4 SOUFFLE 4 0Z 1
Alhy-004 SOUFFLE 4 02 05 SOUFFLE £ 0Z 1
Al g-005 SOUFFLE 602
Ahy-005 SOUFFLE & oz
Ahy-007 SOUFFLE 10 az
Al 008 DAL RAMEKIN 3oz
A 008 AL RAMERIN 3oz
Ahy-003 FINI EARRED RAMEKIN 1az
Ag010 HEART SOUFFLE WHITE 4 02
Aia-011 SQUARE RAMEFIN
Ay 012 TEARDROF RAMEKIM
Al-013 SOUFFLE DEEF 10 0z
Al 014 SOUFFLE 14 oz
A 015 SOUFFLE 32 oz
Ay-01E SOUFFLE 458 oz
A 017 SOUFFLE 64 cz/2 AT
A 018 QUICHE ROUMD 4
Ahy-015 CREME BRIULEE ROUND 5
Al-020 (UICHE ROUND 8
Algh-021 QUICHE ROUND 10
Ahy-022 CREME BRIILEE 0L 5
Al-023 Al BAKER FLUTED 12144
Alahg024 CREME BRIILEE HEART &
AiaAg025 QUICHE SOUARE & 3/4
Ay-025 (UICHE RECTAMGULAR 11
A 027 CREME BRIILEE 4 07 4 51M SQUAR
A 028 LASAGNA PaM 1234 <9
Ahy-025 Al GRATIM 10
Al-030 SCALLOPED PARFAIT 8 oz
Algh-031 AL GRATIMN 402
Ahy-032 £ CUP PORCLM BRIOCHE
Al-033 Al AU GRATIM 125
Alahd-034 LASAGNA PAN 135 55
Aiahd-035 INDIMIDUAL LASAGHA PAN 104 7
Ahiy-036 INDIWIDUAL RECT BAKER PORCLM
Alad037 INDIMIDUAL SEAFDOD AU GRATIN
Aia-038 ROUMD AU GRATIN
Ahy-035 CUSTARD CUP RIBBED 502 ﬁ

1 |

Add Selected Products Add All Products Clear Selection | Remaove Selected Remowve Al | Prexview Labels | Print Labels

[¥ Print Prices  Mumber of Labels toSkip | 0 Appx Pages Req'd=0.0

You can search by combinations of Product or SKU using Starts With or Contains. Once your
results is listed below, you add the products to the print list the same, by checking the boxes
and clicking Add Selected or Add All Products.
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Product Options For - Webinars

Product Options

Product options allow you to add options to each product so that when it is scanned, the
user is prompted to choose an option.

From the main menu go to: Setup > Products > Product Options

{I} Yigian

Setup | Help

Yendors L C} =
Products g '
Customers » Import Products
Corporate 5ettings k E xport Products

) Pre/Pozt Show Setup | Product Options 1
Accounting Periods Frint Product Labels
Process End Of Day LPC Earcode Managemment i
Flay r Find Product

DAST HIGHY ELMA

Vendor |

| Active Only

Options on Products
Master Options

| Product Dption Pricing |

Dption Pricing [
| Manage Options |

Print Option Sheet |
Assign Options To Product |

Master Options

Master Product Options For - Webinars

The Master Options tab is where you

Manage Options
The Manage Options tab allows you to add
the options that you want to make active.

Clo

Master Options Manage Options

Assign Options To Product

Options
Master Option [Hame MNotes -
Option Group Yendor Code [Mandatory |
[
I
=]
I
N
Dption - Sizes
Available Choices Choices In Option
Name | Code Name [ Code
Small B [ B
Medium M 5 5
Laige L M M
Exnra Large HL P P
L L
)= Adulk Al
<-- Remove

Name Code  |Notes Mand | ~ . .
-atory
— will enter in the category of the
options and then all of the options in
_I'| that category.
Master Dption Choices For - Sizes

Mame [Wendor Code Order | =

Small S

Medium &

Large L

Extra Laios =R

"~ Product Options For - Webinars
Vendor [Webinars 1 & Active Only
Options on Praducts | Product Dption Fricing | Option Pricing I Print Dption Sheet |

The Sales Order Option Display Seq. field will only be displayed for Yendors using the Landscape Sales Order Option i

The Sales Order Diption Display Seq. fied will orly be displayed for Yendors using the Landscaps Sales Order Dption

Close (F12)
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Assign Options to Product

The Apply Options to Product tab is where you add the options to the product. Select the
option from the left, then select all of the items from the right and click Apply Options to
Selected Products.

Options on Products | Product Dption Pricing | Dption Pricing | Print Option Sheet
Master Options I Manage Options Assign Options To Product
= = To
[ Available Dptions ] Aply :
Name Notes " Product Lines _Update Apply To List I 1381
& Products Froduct Line [ALL ~]
Products
10087 7WONDERS 7 PCGIFT SET -
10287 GIZA SHOT GLASS SET
10387 BABYLON SHOT GLASS SET
10487 T2) SHOT GLASS SET

10682 CHARLESTOMN EXCURSION SOY BOXED
10682T CHARLESTON EXCURSION S0Y BOXED
10685 CHARLESTOM XL JAR CANDLE

10686 CHARLESTON BOUDOIR CANDLE hd
Apply Dptions Apply Options To Unselect
To All Products Selected Products All
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UPC Barcode Management

UPC Barcode Management can be used to find products that don't have a UPC Barcode
or Incorrect Barcodes.

From the main menu go to: Setup > Products > Print Product Labels

Setup | Help

Vendaors » C} —
Products v | addiEdi '
Custarmers » | Irmport Products
Corporate S ettings ¥ Expart Products

; Pre/Post Show Setup Product Options 1
&ccounting Perods Print Product Labels
Process End Of Day LPC Earcode Managerment i
Play » Find Product |

(&) Vision DAST HIGHY ELNA

UPC Barcode Search

UPC Barcode Management

Yendor |Be BEE See ;l Active Yendors Only [29) 5Select Products with
i - * Incorect UPC
e (Ui Icudedesc ﬂ Active Products Only Mo UPC Search
General
FLCodeDesc Products

1. Select your supplier from the Vendor dropdown.

2. Limit by Product Line if needed. Leave blank for all product lines.
3. Select if you want to search by active suppliers and/or products.
4. Use the Select Products to filter by Incorrect UPC or No UPC.

5. Click Search to get the product results.
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Incorrect UPC Search

The Incorrect UPC Search will return products that have incorrect UPC Barcode. You can
correct the UPC directly in the editor.

1.

Verify the UPC in the
Correct column. You

are able to edit the UPC

directly in the editor.

Click Update Corrected
UPC to change the
Current UPC to the
Correct UPC.

No UPC Search

UPC Barcode M

anagement

UPC Barcode Management

Yendor ’mEE See ;l Active Yendors Only [29) Select Products with
P © Incomrect UPC

Rl Bl H Active Products Only & Mo UPC Seach

Blank for all Product Lines for above Yendor | I

Products
SKU Description UPC Barcode -
Current Comrect Comectable

BBC-0237 20ft Haliday Planogram 647050076494
BEC-0238 12it Holiday Planogram 1
BEC-0233 4ft Holiday Planogram |
BCC-0993 Product Name 1
cantentskul product description Lpcassortment] (]
contentskuZ product description upcassotment? 1
contentskus product descrption Lpcassortmets 0
contentskud praduct description upcassortmentd O
New Product SKU New Product Name 1
sk product description LpC |

Number of Products = 10

Close [F12)

Yendor |The Dutdoor Industry ;I Active Vendors Only (29) Select Products with
i fo
et =] ﬂ Active Products Only s :‘:t:::gl ure
Blank for all Product Lines for above Yendor
Products
SKU Description UPC Barcode -
Current Cormrect Bad |Comectable
TO-0102 MAILBOX MAKEOVER- PKIN & SUN EE3963011361 |683963011360
TOI-0184 L-CLASSICAL ELEGANCE MONG-MINI EOEDE302062  |EBESEZ020622
TOI-0186 P-CLASSICAL ELEGANCE MONG-MIMI FR39F3020920 |FB3SRA020928
TOI-0298 Fatriatic Puppy- Large: EE3963030615 |63963030613
T0OI-0360 Geraniums & Daisies- Large 683963033616 |BE3963033614
T0OI-0361 Geraniums & Daisies- Mini EE3963033623  |BE3963033621
TOI-0363 Coal 4t the Poal- Mini F939R3034024 |ER9RE034023
T0OI-0379 G - Fashion Circle Monogram- Mini 653963035129 |BE3963035120
TOI-0E15 Mailbox Makeover- Goldfinch Coneflover EE3963003657  |683963003650
TOI-0E16 Mailbox Makeover-Copper Feeder Cardinals EB3963053955 |BB39B3053957
TOI-0652 Mailbowx Makeaver- Mo Vacancy 653963055964 |BE3963055968
TOI-0761 PSALM 23- LARGE EE30E3E01112 |BB39E3E01110
TOI-0784 MAILBOX MAKEOVER-RED CRAB BOUY E35E3062460 |B83963062461
TOI-0837 IAPPLIGUE-THINK SPRING- LARGE FR39F30F5119 |EBRSRA0EE110
TOI-0939 IAPPLIQUE-UP AMD &WwWAY- LARGE EE3963065218 |6E3963065219
TOI-0801 IAPPLIQUEWALENTINES XOXD- LAR EO30E30E5317 |EB39E30EE318
TOI-0843 IAPPLIGUE-FLIF FLOP WELCOME- L FR39F30F5416 |EBRSRA0RE417
TOI-0945 IAPPLIQUE-PANSY WELCOME- LARGE EE3963065515 |6E3963065516 ﬂ
Lt ol Al =40 Update Corrected UPC Close (F12)

The No UPC will return products
that have no UPC Barcode. You
can correct the UPC directly in
the editor.

1. Type in the correct UPC in
the Correct column. Click in
another field to save.

2. A check will appear in the
Correctable column.

3. Click Update Corrected UPC
to save.
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Find Products

The fastest way to look up a product without being in an order.

Open Find Products: Setup > Products > Find Products

“—
Setup | Help
Yendors r (B -
Products L Add/Edit b
Cuztomers r Import Products
Corporate Settings k E zport Products
Fre/Fost Show Setup Product Options 1
Accounting Periods Prirt Product Labels
Process End OF Day UPC Barcode Management f
Play ¥ Find Product L
() vision DAST HIGHY ELNA

Find Products Search

Find Products @
Find | | Vendor [All -]
Search Find SortBy ———— Active Vendors Only Search

& SKU C Mame | | Equal (" Start With ¢ Containing | | SKU ¢ Mame Active Products Only =
Act | SKU | Name [ UOM | Price [ Min | Vendor -
Double chick on SKU to go to Product record
Close

Select a Supplier and enter in a Product Number

Find

Search by SKU or Description.
Vendor

Limit search to a specific supplier.
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Search Ciriteria

Search

Limit Find field by SKU or Name

Find

Find field will search by Equals, Starts With, or Containing
Sort By

Results will sort by SKU or Name

Active Vendors Only

Limit Vendors by active status

Active Products Only

Limit products by active status

Search

Once you entered your search criteria, click on the Search button to display the results.

Example of Search Results

Find Products EI@
Find |a | Vendor |Be BEE See -]
Search Find SortBy ———— Active Vendors Only Search

.F SKU & Mame .r“ Equal * Start With  Containing .ﬁ“ SKU T Mame Active Products Only =

Act SKU Hame uoM Price Min Yendor -
BEC-0314 Adult - FLOWER POWER $060 | 48 |BeBEE See

BBC-031H Adult - HOT DIGGITY $0.60 | 48 |BeBEE See

BEC-031E Adult - WHAT'S COOKIMNG $0.60 | 48 |BeBEE See

BEC-0317 Adult - HERRIMNGEOME $060 | 48 |B=BEE See

BEC-0318 Adult - LET'S PARTY $0.60 | 48 |BeBEE See
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Customer Consolidation

Customer consolidation allows data from all customers to be retained when merging
multiple customers together. After selecting the customers to be merged all data can be
reviewed and determined what to keep and what not to keep on the final customer

record.

From the main menu go to: Setup > Customers > Customer Consolidation

Setup | Help

YWendorg L C}
Products p pofig  SalesOptimizer  Brow:
Cuztomers k | !? Cuztommer
Corporate Settings k | Conzolidation
Pre/Post Show Setup Refererces 3

1 Accaunting Periads Cuztomer Labelz

4 Process End OF Day

i Flay 3

{D YWizion
e [t D At e o] Search

Find Customer By Customer Search Customer Management
Search Criteria
Billing Address (B) Shipping Address (5] Create Pending Consolidated
. | Customer

@ Customer Name O Shipping To Mame © R @ EnED

) Customer Number || ) Shipping Address 1

O Address 1 ) Shipping Address 2

O Address 2 O Shipping Zip SEARCH

O zip
Customer Pick List Double-click to SELECT a Customer for Cansolidation

SSIID | Type |Act Name Address
Selected Customers Double-click to REMOVE a Customer from the Selected Customer List
S0 [Tpe [Act[Name [Addiess [Fend [HFC [Cane [Conf [Clsed _ [1st50 _ [LastSo
« v
Workstation Name HOOQAPMO1 Close

= Select either starting with or containing

= Click Search

Step 1: Search

Customers

Select to find customer
by billing address or
shipping address.

Search for the customers
that you wish to
consolidate by typing in
the beginning of the
customer’s name
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Customer Pick List Double-click ko SELECT a Customer for Consolidation

551 1D Type Act Mame Address
1001000020 B ¥ Brandwise 12596 wBayaud Lakewood Co 80220
970000002 B ¥ BRAMDWISE 12596 W BATAUD AVE LAKEWOOD CO 80023
1013000016 B Y Brandwise 12596 %/ Bayaud Ave Lakewood co 80228
100000014 B ¥ BRAMDWISE 12596 West Bayaud Ave. Suite 100 Lakewood CO 80228
100000032 B Y BRAMDWISE TEST 1223 MAIN STREET LAKEWOOD CO 80401
100000001 B ¥ BRAMDWISE TEST 1619 DENVER WEST DRIVE BLD. 100 LAKEWOOD CO 80228

100000030 B ¥ BRAMDWISE TEST - DORDERPAD 555 S5MITH RODS BOULDER CO 80301
1007000011 B Y Brandwisel 2596 ud Suite 100 Lak,

Selected Customers Double-click to REMOVE a Customer from the Selected Customer List

S50 [Twpe [ Aol Name [Addiess [Fend [HFC |Canc |Conf |Closed  [1st50__ |LasiGa
S7H000002 | B ¥ BRANDISE 2545 W BATALD AVE LAFEWOOD C0 Bi0zs A I [iHjk] [EZHi
1087000011 B ¥ Brandwisel 12596 W Bayaud Suile 100 Lakewnod Co 80220 I T i 08714 0814

Step 2: Select Customers

= Customers that match your selection will be displayed in the Customer Pick List
section.

= Double click on the customers you wish to consolidate.

= Selected customers will appear in the Selected Customer section of the screen; this
will build the list of customers you would like to consolidate.

NOTE:

You can do several different searches to find and select
customers. If you have a customer with multiple duplicate shipping
addresses you can select only that customer to then consolidate
only the shipping addresses.

Step 3: Create Pending Consolidated Customer
= Create the pending customer consolidation file by clicking on the Create Pending
Consolidated Customer button on the top right hand side of the form.

= This will generate the consolidated customer and allow you to view all the data
saved on each customer that was selected to consolidate.

Step 4: Review Consolidated Data Snapshot

The pending consolidated customer will generate a snap shot of the data that is being
consolidated. Each section of the customer data will return a count under the different
columns.

=  Found: Total number of records found on all of the customers selected to
consolidate.
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= Keep: Total number of records that are going to be kept. The system will default to
keeping all data with the exception of the main data. With the main data the system
will only keep one customer record which can be edited.

= Duplicate: Total number of records that are duplicate between the customers that
were selected. All duplicates will need to be cleaned up prior to consolidating the
customer.

= Error: Total number of records that have an error on them. The only records that can
have an error are the shipping addresses where an address was selected not to
keep however a record to merge that shipping address into was not selected.

Custormer Consolidation (Wersion 11.1.10)

Search Consolidate | Sales Orders Affected | Invoices Affected |
| 970000002 |
BRANDWISE
12596 W BAYAUD AVE LAKEWOOD CO 80028
| Edit | | Found | | Keep | |Dup|icates|| Errors |
| | [ 2 J[ 1 |

Manager Ship Address Edit Ship Address | | 2 | | 2 | - -

Shipping Address Vendor Codes | | 0 | | 0 | -

Vendor Data [ [ o ][ o 0]

Credit Cards [ [ ][ 17 e

Contacts | | 2 | | 2 | -

References | | o [ o | -

Dated Notes | | o [ o | -

SIC Cades [ [ o ][ o 0]

Customer Type [ [ o ][ o 0]

Assigned Reps | | 0 | | 0 | -

Key Commission Rates | | 1 | | 1 | -

Sales Orders To Correct III

Run Consolidation |

Cloze

Step 5: Run Consolidation

You do not have to review any data then you go directly to Run Consolidation to
consolidate your customer.

NOTE: If you have duplicate data or want to review data then go to
“Step 4A: Review Data” to walk through reviewing the customer
data prior to consolidating.
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Step 6: Finish Consolidation
To finish consolidating the customer: Click on Run Consolidation.
You will receive the prompts:

=  SS|I Customer Consolidation Message 1

= Confirm that the customer you are consolidating will remain and all other
customers will be merged into it.

SSI Customer Consolidation Message 2

= Thisis a LIVE update that will permanently change data for all selected
customers. Are you certain you are ready to continue?

= Consolidation Completed Successfully

= Click Close

CUSTOMER REVIEW

NOTE: On all data edit pages when finished editing and selecting what data to keep click
the “x” in the top right hand corner of the page to close the form.

Main Data

The Main data is the main billing address of the customer. The top of the page will be the
data that is being saved on the customer when the consolidation is complete.

To copy data from the customer’s information that is not being saved, double click on the
field the bottom green part and it will save that information to the top record that is being

kept.
SSIID [ SSOGTEAT | Curbomer Code [T88773 & Prsae Addeas | [EPSWESTROADS WA . .
e [ ' e s [ = Example: The Phone Number in
o /e B I T ] E:;c 1Py ::M | B A .
oo | caurn the bottom part is the phone
Back Orders OF. 4 Limét Customer to assigned Sales Fleps Divison Type *
] s Saies Drder Too Ml Adess I [Uine Kty Commnonon Fiste I -
0 Fan Sades Orcer o Shighong Acdress 0] Pt Barcode on Sales Dt Dol Commarion Zio [War Akdoss 0 number you want to save -
P ——
: Bark Comtact .
el Jocktmze [T double click on that phone
SSUD [ 100035237 | | Customes Code [ | Active @ Fosale 8 [ |Addm| [T WA STREET . .
Ciompary e ] A
i e e—— number and it will save to the
Pherw 172 3650088 ) || [ ! sl o [Tt .
o Ackebmes = " on
2 Gack Ovdars O, O Limt Clutonas o assagnad Saiss Reps m,ﬂ,l T = top section.
O] Fa Seies Oret T Mam Addvess ] Use Key Commission Rate Inboducng S sles Hep l
O P § s Orche To Shipprp dcdess ] Point Barcode on S sk Dscer Dielauik Commision T [Shicpir Addeess j
e iz el S——
Bark. Nare
BarkAddess] | | Bark Seizn i : S L |

Double click on the data to save it
on the customer information being
saved on the top part of screen.
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Manage Shipping Address
In the shipping address manager you can select all the shipping address you want to keep.

SSI GIFT SHOF [l] WAIH STREE GOLOEM (] and1 10005237 100 1

g Addiesses to be merged [Double click o move addiess to Eeep List]

Maire [Addiess: Live 1 [Addrsec Line [Cy [Shate [Sic [ [C8 [Ship 0
100 Al 1

551 ATLANTS, G 30203 EESRERTY]

= ALL the shipping addresses for ALL the customers selected to be merged will be listed
in the top section of the page and default to keep on the consolidated customer
record.

= Double click on any shipping address that you do not want to keep. This will move
the address to the bottom of the page.

= Once you have determine which addresses you want to keep and which ones you
want to remove click the “x” in the top right hand corner to close the form.

NOTE: if you are removing any shipping addresses you must then go
to “Edit Shipping Address”.
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Edit Shipping Address

In the edit shipping address page any shipping address that is not being kept must be
merged with an address that is being kept on the customer record. This will merge any
history data that is assigned to the address to the kept address.

Keep (5] Mame (3] [SFTERHOON, THE Fhone  [F2ERETIR Comn. Zin [Wain Adiess v| Merge With [This Recond | To Recod | ]
M pdoeenl [Z0500THAVENDE Fak B2 BT Tall | [ B ETEE
ME% Bddess2 | Uz For Bling &ckess [ Aesak | EET]
ity |BLOCMINGTEN ezt aoi | [ . ; ;
T T S — O ol 2 NOTE: Any shipping

Phane:
Fak

Comm, Zio |Mein Addezs * | Mesge With  This Recomd | To Aecod
T | L | epe——

K Neme: (5) |55 GIFT SHIF
%ﬁe&ﬂ [100 18I STREET address Where the

AR G = “keep” is not checked

Keep oy —rrowne o poerar oo TR o TG G T W TR TGO | TO T OG0T
i hdﬁm;1lg—1unMMN STREET Fa |—|maasssss Tax I ..: - R .

hwe pizza? | e e——— | must be merged with an
B L |GOOEN Dipship o BeOF | 7

State / Zp/ Courry |00 [E0401 Cakr Fep | -

address that is checked
to “keep”. Only
addresses checked as
“keep” will be in the

[EM St O oms | creata vendor CodeRecords | | merge drop down list,

feord: M4 2 b lH o

Shipping Address Vendor Code
View all “shipping address
vendor codes”. All

oop Name (5] Address Cily Vendor (S) [Vendor

. . (5] Shale Code
shlpplng address vendor AFTRRNOCN, THE 730 SOUTHAVENUE BLOOMINGTON __|AHERICEN DECORATCRS
HH

codes will default to being
checked as “keep”;
uncheck “Keep” next to
any data that you do not
want to save on the

consolidated customer
record.

Vendor Data
View all vendor data saved on

each customer. All vendor data will
default to being checked as
“keep”; uncheck “Keep” next to

any data that you do not want to
save on the consolidated customer
record.
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Credit Card

B 7 eu Card Recorels For - 551

umbe [S) [HTTITTT0T | Type [Viea | Mot [T ] ver [0 = . .
o o Corl  [DRRETS N | View all credit card data saved
=] Lire 1 100 MelH STREET State |CO \
e 2 2 [om [ S on each customer. All credit
Nffmbes (51 [RTTITITTT0T0 Typa [Vea EL oz . .
I T Oy [T ] card data will default to being
i} if Lirs 1 (525 WESTROADS MALL State |HE |
o Line & Ap  [EETTE | S0Tems [ & Checked as "keep”; uncheck

“Keep” next any data that you
do not want to save on the
consolidated customer record.

NOTE: One record is unchecked to keep because it is a duplicate of
the first record.

Contacts

VIeW a” ContaCt data . Mame (5] | B Jab Phone Hurbers E il -
15] Firat Laat || Title Office [Ewereion|  Other | Cal

saved on each customer. e o <1 oA E— . — |

All contact data will
default to being checked
as “keep”; uncheck
“Keep” next to any data
that you do not want to
save on the consolidated

(&

customer record.

References

¥ neference Ke. vrds For - 551

View all reference data saved on each

ssHo 102531 0020060220052 22954 =

Account (o | Compry (5] [Hearfeak ity [Etenta | .
- Pl S i  E] customer. All reference data will

Addrew 2 Fhane ¢ Fax| I |

H 13 7.

Keep 51 O sslin 0200220 10522298 default to be|ng CheCked as keep y
Accoun 8 [B8383 | Compary (3] [Hearlieal ity [tz |
Conlact Addrss 1 Stale /Zip [BA (30233 e ”

oo BN 1 ‘ uncheck “Keep” next to any data that
Keep (5) £ S3IIn 102531 A0 12201 05206828
L o TS ‘ you do not want to save on the
okt [ Adiew1 [0 deme et Stel 12ia [E0 ] .

il i I \ consolidated customer record.
Keep (5] B LR 102551 0CCUCRL 0706208828
Asount # [T6TT Comasry (5 (S5 Cit [Eald= | &
Comtsst [ | Addecel  [BDISdenvermest Stsle /Zip [CO ||EZED

Address2 [ Fhone ¢ Fax| Il ]
Keep (51 M 551D CUEE A0S T 2401190
Account it Compary (5] [Syzen Minescta City [Et e |
Comsst [ |Addmss1  [Z400CouniyAesd) Stale /Zip [MN

ALddr=ss 2 Frane ¢ Fax|E12-757.9726 5127857587
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NOTE: You can update contact and account #’s directly on this

form.
Dated Notes
T View all data notes data saved on
T Do e each customer. All dated notes data
J20/06  |cal far summer apooitment
i T will default to being checked as
“keep”; uncheck “Keep” next to any
data that you do not want to save on
the consolidated customer record.
SIC Codes

View all SIC codes data saved on each customer. All SIC Codes data will default to being
checked as “keep”; uncheck “Keep” next to any data that you do not want to save on the

consolidated customer record.

Customer Types (Or Report Groups)

B Custon. *r Type Records For - 551

View all Report Groups
data saved on each
customer. All Report
Groups data will default
to being checked as
“keep”; uncheck
“Keep” next to any data
that you do not want to
save on the
consolidated customer
record.
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Assigned Sales Reps

aep (5) Diwvizion (5] Salaz Rep (5] Vandor [S)

=] | - [EARBARA JENNING

kaep [S] =

o

[w] | ~ [EARBARA JENMING

J=i [

Dizplay
[@ All O Vendor Only ) Divisions Only 0 Sal=s Reps Only [ Keep Dnly

Racord: 4] 4 R LN e

[ Limit Custome: o assigned Saler Reps

Key Commission Rates

View all Key Commission

E=| Key Commission Rates Records For - 551

Rates data saved on ﬁ‘

Werndo [5)

View all Assigned Reps
data saved on each
customer. All Assighed
Sales Reps data will
default to being checked
as “keep”; uncheck
“Keep” next to any data
that you do not want to

save on the consolidated
customer record.

Keyp Cuslomes Commitzion %

Agency

Main Rep = [Main Rep not =
OrderTaker | Orden Taker

each customer. All Key BEBNN 1 L1 5 510HS

- 500

45,00

Commission Rates data
will default to being
checked as “keep”;
uncheck “Keep” next to
any data that you do not
want to save on the
consolidated customer
record.
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View Sales Order Data
Click on the “Sales Order Affected” tab to view the sales orders that will be part of the new
consolidated customer.

Customor Consalidation (Vo

Search | Consolidate  Sales Diders Aflected ‘ Invoices Alfected |
[Cusiomer [Re Name i
[oder® [0de Do [Orde: Status [Order Toial |
[EMCIDIRECTS
[59938483 | zEi@igPerding | $168.00 |
(551 3526 WESTROADE MALL DWaHA NE BETTL [CNDY BURGER
[B999RE6T | SealaidPerdng | REEED|
551 3525 WESTROADS MALL DMASHA NE BAT14 [CNDY BURGER
[EREER | SowidPerdng | $o0935
(551 3525 WESTRIOADE MALL DMAaHA NEEBT14 [CNDY BURGER
[poage4En [ T17arandPerding SIS |
551 3525 WESTROADS MALL DMaHA WE ERTT4 [CINDY RURGER
|EREREEE] [ 1172470 Ferdng | 235,24 |
551 3525 WESTROADS MALL DWaHA NE EBTT4 [CMDY BURGER
[ERERELE] [ T1/2ar20idFerding_ | 9.0 |
[31 3025 WESTROADS MALL OkAHA HE BE114 I [ENDT BURGER -
[EREREE | 2oe0o00EPerding | $AO5|
(551 3525 WESTROADE MALL DMaHA NEBBT14 [CINDY EURGER
|EEEEA [ ZZansPerdng | E46.69 |
|51 355 WEGTROANE MALL NWaHA NE BRTTE [CNGY BURGER
|EREREEE [ sirrzonserdng | 126,72 |
(651 3525 WESTRIOADE MALL DHSHA NE G114 [CHDY BURGER
e I = s ekl
(551 3525 WESTROADS MALL DMaHA NE G114 [CNDT BURGER
|EEEEEE [ 377G Perdng | F12255 |
551 3525 WES THOADES MALL OMaHA NE B3114 [CINDY BURGER
[993-95467 [ &aznsPendng | $120.00 |
(S51 3525 WESTROADS MALL DMAHA NE EBTT4 [CMDY BURGER
[F5996%68 [ &afraisPerdng | 10340 |
(551 3525 WESTROADS MALL DHaHA NE G114 [DEEBIE BARCEL
|EREREER] [T Z0dParding | FAL00 |
551 3525 WES TRUADS MALL DMAHANE B8T14 [DEEBIE BARCEL
[CEEEEF Y T AR AP arding T e AN =
|RE(\:fd: YR 1 v | wl ] of 30

View Invoice Data
Click on the “Invoices Affected” tab to view the sales orders that will be part of the new
consolidated customer.

Seatch | Consolidate | Sales Orders Affected Invoices Affect

Invoice B Date Amount  |Vendor Customer al
12357 1#14/2006( $E50.00 [HEARTFELT lﬁ CIFT SHOP
12457 1/15/200E] §750.00 [HEARTFELT |SSTGIFT SHOP
1257 1#20¢2006] $250.00 [HEARTFELT |51 GIFT SHOF

Ll

Feeeed: 14 [ 1L of 3
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CUSTOMER REFERENCES

Customer References allows you to store credit references for a customer. You are able to
create an Agency Master Reference List in this section.

Agency Master Reference List

From the main menu go to: Customer > References

Setup i Help

Yendors

Products

Lfig SalezOptimizer  Brove:

| Cugtomers

| ﬂ Customer

Corparate Settings
Fre/Post Show Setup
Accounting Periods

4 Frocess End OF Day

J Flay

{I} Yizion

Conzolidation

| References I

Cuztomer Labels

Agency Master Reference List

Addiess 1
Address 2

Company Name B randwise Contact [z
12595 west Bayaud &verue
Fhone [555) 555-5555 .
[oute 100 T 1. Click Add New Master
Ciy/State/Zip  [Lakewood 1] = [e0228 (555) 555-
Reference.

Campany Name Aderess 1 Addiess 2 City State  ZipCode Contact Phare
M ie Srith 2. Enter in the contact

<

information in the form above.

3. Click Save when
completed.

‘ AddHew Master Reference v11.0,5037. 24011

x7 Back(F12)

Assigning Master Reference List

1.

2.

Open your customer in the Customer Record.

Click on the Reference Tab.

Click New Reference button to unlock the record.

Click on Add New Master Reference button.

Highlight the reference record and Click Assign Selected Reference to Customer.
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CUSTOMER LABELS

The Customer Label utility will allow you to create customer mailing labels and customer lists
that you can export into Excel spreadsheets.

Selection Criteia | Select Customers By SIC Codes | Select Cusl By Customes Groug | Cusbomer List |

Sates Rop I ] < | A Sl Curoe [ ]
L Limited By 5aler Duder Activity [l Active Customery Dndy
— Cugtomar Status To Inchede —— Zip Code Range ——

& Active Cust Dely From| '] !
!
|

Customon Siate

" Inactive Cust. Oniy To |

-~ Cugtomar Cliy
A Clea Tps

Clear All
Crilwria

Add Customors
To List
Swlected Customers

s |
_ Clow |

To begin printing your customer labels, go to Setup > Customers > Customer Labels

Customer Search Criteria
You can list customers by any of the following:

Sales Rep

Active or Inactive

Zip Code Range

City or State

Territory or Hard Coded Reps

arwbhE

Once you have selected your criteria, you will need to add you customers to the Customer
List by clicking the Add Customers to List Button.
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Limited by Sales Order Activity
By checking Limited by Sales Order Activity, you can limit your Confirmed or Closed sales
orders with the following criteria:

1. Date Range

= Sales Orders within date range

= No Sales Orders within date range
2. Sales Location

3. Sales Order Dollar Amounts Limits

=  Above
= Below
=  No Limit

4. Top Customers
= Al
= Count

= Percentage

Customer List

This is the list of customers that was created from the previous screens. You can verify all
customer information here. Information cannot be edited from this screen. It must be
edited from the Customer Record.

Click Print Customer List to print the list generated.
Sort By:

= Name

= Zip, Name

= Status, Name

= Status, Zip, Name

= Click Print Labels to print mailing labels
= Click Create Export File to export the list into Excel
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Sales Rep Replacement

Sales Rep Replacement will allow you to distribute orders to the correct reps based on
territory and hard coded customers.

To open go to: Commission > Sales Rep Replacement

Sales Rep Reassignment

This function updates the Sales rep on Sales Orders where the Sales Order Date is between
the Sales Order Date selected by you. This function only updates the Sales Order Sales Rep,
it does not change the Sales Order Commission, Original Sales Rep, or the Sales Order Rep
Group.

NOTE: Territories are not update.

Territory

This function updates the Territory on Sales Orders where the Sales Order Date is between
the Sales Order Date selected by you.

There are 2 options:

1. Update all Sales Order Territories. This will update the Territory when a new is found
and remove the Territory in none is found.

= Example: Sales Order Sales Rep is now assigned directly to the customer.

2. Only updates the Sales Order Territory where a new territory is found. This will not
remove the Territory if on e is not found.

NOTE: Sales Reps are not updated.
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Sales Rep Reassignment

Sales Rep f Territory / Rep Group Reassignment (Yersion 11.1.6)

General Sales Reps | Temitory ]

Instructions

1} Select Sales Order Limitations - (This will limit the Sales Orders that will be included)
a ) Select the Sales Order Date Range you wish to limit by
b} Select a single Sales Rep that is being replaced or leave blank for all Sales Reps
c) I you wish to limit Sales Orders to ones for Active Yendors only, select Active Yendors only
2} Click "Create Data™ button
3} Click "Review Data" button - check to see if Sales Orders to be changed are what you intend to change.
4) Click "Perform Reassignment” button to change Sales Reps on the Sales Orders.

Sales Order Limitations

P Mate:- The list of Sales Reps is limited to the Sales Reps
1a. Beginning Date for Sales Orders 411712014 that are on Sales Orders within the date range defined to
1a. Ending Date for Sales Orders A11712015 the left, 20 please select date range first

1b. Sales Rep (Blank = all Sales Reps) -] All Sales Reps
1c. Vendors * AllVendors ¢ Active Only

2. Create Data for Sales Rep Reassignment | Current Status - This Computer

. . Sales Orders To Analyze hh
3. Review Data for Sales Rep Reassignment | Pending Sales Order Updates 0
Sales Order Cut-off Date 0417714
4. Perform Reassignment of Sales Reps | Pending Sales Create Date

Territories will NOT be updated HetereelieassinamentioiisaleslRens |
There are Personnel Records Without Names

1. Type in the beginning and ending dates for the sales order reassignment. Any order
between these dates will be reassigned to new reps. If you want all history to be
reassighed, set the beginning date as 1/1/1900.

2. Select the Sales Rep who has left.

3. Click Create Data for Sales Rep Replacement to analyze the orders and determine
which ones fall into the existing territories.

4. Click Review Data for Sales Rep Reassignment to preview the orders being
reassigned.

5. Click Perform Reassignment of Sales Rep to update the current sales rep with the old
reps orders.

NOTE: This will not affect commissions at all. The commissionable
reps never changes. This process just allows reps to see order and
customer history
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Territory Reassignment

Territory Replacement will change the actual territory that displays on the sales order.

Sales Rep f Territory / Rep Group Reassighment Mersion 11,1.6)

_General | Sales Reps  Teritory |

2} Click "Create Data" button

Sales Order Limitations

1a. Beginning Date for Sales Orders
1a. Ending Date for Sales Orders
1h. Yendors

2 Create Data forTerritory Reassignment

Instructions

1) Select Sales Order Limitations - (This will limit the Sales Orders that will be included)
a ) Select the Sales Order Date Range you wish to limit by
b} If you wish to limit Sales Orders to ones for Active Yendors only, select Active Yendors only

41712014
41772015

3 Review Data forTerritory Reassignment

4a Perform Reassignment of Territory (ALL)

4b Perform Reassignment of Territory {(Hew Only}

* AllVendors | T Active Only

3} Click "Review Data™ button - check to see if Sales Orders to be changed are what you intend to change.
4) Click button 4a or 4b to change Territories on the Sales Orders.

Sales Reps will NOT be updated

Current Status - This Computer

Sales Orders To Analyze 27
Pending S0 Updates [All]

Pending 50 Updates [New Only]

Sales Order Cut-off Date 04417114

Pending Sales Create Date

1. Type in the beginning and ending date for the sales order reassignment. Any order
between these dates will be reassigned to the correct territory.

2. Click Create Data for Territory Replacement to analyze the orders and determine
which ones fall into existing territories.

3. Click Review Data for Territory Reassignment to preview orders being reassigned.

4. Click 4a Perform Reassignment of Territory (ALL) to update orders for all territories

5. Click 4b Perform Reassignment of Territory (New Only) to update the orders for new

territories only.

NOTE: This will not affect commissions. The commissionable rep will
never change. This process just displays the correct territory on the

orders.
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Customer Status and Commission Zip
Management

Customer Status

This utility will allow you set customers to active or inactive by using a date and/or sales
orders associated.

Custorner Status And Commission Zip Code Management

Customer Status Management | Commission Zip Management I

Customer Status
Achtive 249
Inactive 1]
Total 249
— 5Set Customers Active —5Set Customerz Inactive
IJpdate All Customers to Active Ilpdate All Customers to Inactive
IJpdate All Custamers with Sales Order after the date Ilpdate All Custormers without S ales Order to Inactive
below to active

IJpdate All Customers without Sales Qrder after the

Sale Order D ate |:| date belaw ta Inactive
Sale Order D ate |:|

Close [F12]

Set Customers Active

1. Update All Customer to Active: Updates all customers to a status of Active.

2. Update All customer with Sales Orders after the date below to Active: Updates all
customers with sales order after the set date to Active.

Set Customer Inactive
1. Update All Customers to Inactive: Updates All customers to a status of Inactive.

2. Update All Customer without Sales Order to Inactive: Updates all customers without a
sales order to a status of Inactive.
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3. Update All Customers without Sales Order after the date below to Inactive: Updates
all customers without sales orders after the set date to Inactive.

Commission Zip Management

Customer Status And Commission Zip Code Management

C Status M Commission Zip M |

Current System Default . - .
sem sy e SRS This utility will allow you to

Change System Default Commizzion Zip Ta ":I Change the curre I’]t SyStem

Change &ll Customer Default Commizsion Zip To E defau|tS fOI’ the CommISSIon Z|p

Change All Customer Commission Zip Ta l:l Of Maln Address or Shlpplng
Address.

Cloze [F12)

1. Change Default Commission Zip to the following:
* Main Address
= Shipping Address
2. Change All Customer Default Commission Zip to the following:
* Main Address
= Shipping Address
3. Change All Customer Commission Zip to the following:
= Main Address

= Shipping Address
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Sales Analysis

Sales Analysis is a custom reporting tool that will give you the ability to create reports based
on all sales that have been entered into your Play system.

e

Fre v
St Rapa Lol ._lpqwli'ﬂ:mﬂ‘mdxlllﬂ!_wm Liensii | Ship Tow Uil | Tommiinay Lot | Twmplalen |

Gelsotion Lmit To St By MP Cleg
Ll 1 ] =] | T E =] 2 ke ) Hgheat | O Moty | O =]
i ] @ Mehs O Hghest § ) Hoben dw £l
L — @ skks O ¥ghatt O Vitawde | 5]
Salea Ouden Dale Favge () Salles Dader Date (3 Shap Date ([ Concel Date
Sebey Opders | | Sakea Dvddens
Sietus T lrechade | | Tipsts Do list lusde
O rariing [# Fead e ——
O e & S Slllui-uliqll Sawn Date | £ Smie = | ™ ks Ta
[ Conianed 2 Diawes Solls Todsy | EndOole [ganmain =)
[ Carenind =R e
[ Oseed B Cma Plazed rate
B Erpdecani Far 4 puar gont pe s $ Suemed poist = s5af dof b5 endd S00e a0 oebed absve
] T L R - DU ey Sk N A
] s Covalormens ool T et comat pobad eo e o ek B 12 g Do b mopmer vl repad
[ Psimn Repon Citstia [Ty vy

| a |

e e -1

To open Sales Analysis, go to Reports > Sales Analysis located on the tool bar.
Click Yes to clearing the limiting criteria.

Clearing the limiting criteria will give you a brand new report. Sales Analysis will allow you to
customize reports and save them so that you can run the same report again and again. The
Sales Analysis Screen has a series of tabs across the top. Each tab will allow you to limit

certain aspects of your report. This will be covered in the Advanced Reporting Section of
this document.

Basic Reporting

1. Select the levels that you want to show up on the report. No matter what levels you
choose, you will be given a sales total. The levels break down the total into the
choices that you have made. You only need to select Level 1 to run a report.

2. Select a Date Range that you want the report to cover.
3. Click Booked Analysis

4. Click Preview
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Date Range
= Single Date Range will run the dates you selected.

= Year over Year will compare previous years.

NOTE: You do not have to choose all levels, just level 1.

Advanced Reporting

1. Instead of viewing all customers, you can switch to Best or Worst. Then, you can
select how many you want to display and whether you want them to display by $ or
by Qty. This is for level 1 only.

2. You can sort any of the levels alphabetically, by highest dollar amount, or highest

quantity by selecting the sort option you want.

"NP" stands for New Page and will start every Level 1 on a new page.

4. The "C" will clear out the level that is currently selected from the drop-down. If you
have accidentally selected a product for Level 3, you can clear it by clicking on the
corresponding "C".

5. You can also select which sales order statuses and sales order types you want to
include in the report.

6. You can create templates for reports that you run frequently (See the Templates
Section of this page).

Sales Analysis allows you to limit certain aspects of your report so that you can run a more

specific report. If you want to run a report on a specific customer or on a specific zip code,
then you can limit that data so that you don’t have to run a large report and search for the

w

individual one you wanted. Once a report is limited, it stays that way until you clear the
limitation. That is done by removing the limit from the blue portion of the screen or clicking
Yes to this message, when you first enter Sales Analysis.

Agency Limit: Allows you to limit your report to a specific rep agency, sales rep, order taker,
or sales location. All options in the yellow boxes are criteria that you can limit by. When you
double-click one of these, they will drop into the blue section. The report is limited to the
selections in the blue section. After you have limited your report, go back to the Select
Report Criteria Tab to run your report. You still need to select dates and a Level 1.

Vendor / Product Limit: This tab allows you to limit a report by specific products.

1. Select a Supplier
2. Select a Product Line
3. Double-click the products that you want to limit to
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Customer Limit: This tab allows you to limit a report to a certain customer.

1. Type in the first few letters of the customer’s name
2. Click Search
3. Double click the customer(s) you want to limit to

Ship To & Territory: These two tabs allow you to limit by City, State, Zip, or an entire Territory.
Double-click on the information that you want to limit to.

Whenever you have a report limited, you will see a message in the bottom left of the Sales
Report Criteria Tab that reads, "Report Data Limitations Set".

Templates: This tab allows you to build a template for a report that you run frequently. You
will notice that the Template Tab is a compact version of the Select Report Criteria Tab. You
can create a report here, just like you would normally, then give it a name. You have the
ability to create as many templates as you like. There are two templates created: an End of
the Week and a Best Products Report. Notice that the End of the Week Report only shows
the top 10, by supplier and the Best Products Report shows the top 25, by quantity.

Vendor / Product Limit: This tab allows you to limit a report by specific products.

1. Select a Supplier
2. Select a Product Line
3. Double click the products that you want to limit to

Now that you have created your templates, anytime you go into Sales Analysis, you can
select a template from the bottom right of the screen to see your report populate
automatically. The only field that will need to be changed, each time you run the report, is
the date range.

Year over Year: This feature will allow you to compare this year’s numbers to last year’s
numbers, using the date range that you have selected.

After you setup your report and click on Booked Analysis, you can switch from Single Date
Range to Year Over Year. Then, click on Preview.

Note: You can also save any report in Word or Excel by clicking on
the Word icon at the top of the screen. Then, select the format that
you want to save in.
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Pre/Post Show Setup

Pre/Post Show Setup allow you to set the system in Show Mode and define the Sales
Location. You can also set specific supplier terms for that particular show.

General

Pre/Post Show Setup

General WVandm Terms For Show

Show Mode

Sales Location M

Close [F12]
Pre/Post Show Setup
General Yendor Terms For Show ]
[Palecek Furniture =
Existing Customers New Customers
[ ~] Over- || ~]
ride
| | |
[ROOST |
Existing Customers New Customers
[ -] Over- || =]
ride
| | |
[Seasonal Silver Tree |
E xisting Customers New Customers J
|Nel 30 ;l Over- |Crsd\l Card ;l
Shaw S pecial Tem fide | Do Customers] |
-

Close [F12)

1. Check Show Mode when
you are in a show.

2. Select a Sales Location for
the show.

1. Selectyour supplier and
add your terms from the
dropdown for Existing Customer
and New Customer.

2. Enterin a Sales Order Note
that you want displayed on the
Sales Order.

3. Check Override to override
the other terms that you may
have defined in the system.
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Summary Sales Order

Say a customer calls in an order. You don’t want to re-key all of the line items, but you want
your sales numbers to reflect this order. What can you do? The answer is create a Summary
Sales Order. It is an order that will include all information except line item detail. You’re
welcomel!

If you enter in Summary Sales Orders, you will not be able to use order history or run
accurate reports on product, because summary sales orders do not include SKU’s.

To start a Summary Sales Order, go to Sales Orders>Summary Sales Order located on the
tool bar.

1. Fillin every field that has an asterisk (*) next to it.
2. Click Create Summary Sales Order (or use your F10 key on your keyboard)

3. If you are entering multiple Summary Sales Orders, one after another, you can lock
any field by clicking on the lock. Any field that is locked will save the information for
the next order.

NOTE: Information is not saved and a Summary Sales Order is not
created until you click on Create Summary Sales Order (F10).

Agency Show Order Flow

Show Order Management

Say goodbye to the days of being tethered to a show server requiring a strong and
constant network connection. You can now put any Play rep system in show mode and
access all show orders, from all Play devices, immediately from the Brandwise Cloud. Play
PC and Play iPad devices can run independent of a show server and still have access to all
show orders when necessary. When the device is in show mode and has internet
connection, all orders will auto transmit to the Brandwise Cloud upon closing the order. All
show orders will then be available to any Play device that is in show mode by using the find
orders to pull the orders from the Brandwise Cloud.
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Please keep in mind that you do NOT need an internet connection to create orders. If you
create orders on your iPad or PC they will remain on your device only until you connect to
the internet.

Getting orders from the cloud

When the device is in show mode and has an internet connection, the find order screen
searches against the Brandwise Cloud and will pull any show order regardless of the device
that wrote the order originally. When the order is opened, that order will be immediately
downloaded from the Brandwise cloud and opened on the device. If you are in show
mode and do not have an internet connection the search will return orders written on your
device only. If the customer on the order has changed, that new customer information will
also be immediately downloaded to the sales rep's device.

Be sure to check your permissions! There is a permission titled "Users can see all orders in
show mode" that will allow users to access all sales orders on the find orders screen of iPads
and PCs alike. When this permission is on, users will get to see all orders regardless of who
wrote them. When this permission is on, and the device is in show mode and connected to
the internet, users will get to see all orders regardless of who wrote them. When this
permission is off, users will be able to see only sales orders for which they are the order taker
or the sales rep.

Pushing orders to the cloud

Whenever you close out of a sales order on a PC or iPad that is in show mode and
connected to the internet, that order willimmediately upload to the cloud. Sales reps and
administrators will be able to immediately see all HFC & Confirmed orders and access them
from across any device (other than a 100 server) that is in show mode.

Brandwise Cloud
All show orders are transmitted to the Brandwise Cloud when they are closed no matter
what the status of the orders are, however..

¢ Pending Orders: Are only visible and editable on the device the order was created
on.

HFC Orders: Can be pulled and edited on any device (except the 100) in show mode, that
has internet access and has permission to view the order.
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Confirmed Orders: Can be pulled and edited on any device (except the 100) in show
mode, that has internet access and has permission to view the order and the order is not
currently not being transmitted to the supplier.

Pocket PC -Still Using Them?

Pocket PCs will search the local show server. Orders written on other devices will only be
available to the Pocket PC once they have been downloaded to the show server. Orders
written on Pocket PCs will not be uploaded automatically to the Brandwise Cloud. If you
want to update your showroom to the latest and greatest that Brandwise has to offer,
please view our website and learn how to upgrade to Play.

Brandwise Process to Send order to the Supplier

When orders are sent to the supplier using the Web Show Management tool, a Brandwise
process runs every 20 minutes that sends the orders to the appropriate supplier Stream
system. During this process you may not see immediate results or have ability to edit these
orders for up to 20 minutes.
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Agency Show Sales Order Flow — Brandwise Cloud

Show Enabled Devices
*.,
Rep Play for iPad ""--._... .
‘"“'""*-m, T .
e ---...,.»----..1..,_, o, All Play for PC & iPad orders written in Show Mode
taa R — will auto transmit to the Brandwise Cloud,
Rep Play for PC
500 Showroom Server and connected Worksta-
R tions will pull an order from the Brandwise Cloud
...«....---"""""'" ta the Server.
“o /7 Brandwise Cloud
500 Showroom .
Server& Connected Show Mode Play Devices with Internet Access
retations Pending Orders: Are only visible and editable on the device the
'!‘ order was created on.
;, HFC Orders: Can be pulled and edited on any device (except

the 100) in show mode, that has internet access and has per-

@ mission to view the order

Confirmed Orders: Can be pulled and edited on any device
(except the 100) in show mode, that has internet access and
has permission to view the order and the order is not currently
not being transmitted to the supplier.

Pocket PC

* Shows using 100 system — Showrooms using the 100 Server for their show will not be able to
Auto Send/Pull Orders to/from the Brandwise Cloud.

** PPC orders do not transmit directly to the Brandwise Cloud - Server must perform a Data
Transfer
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Brandwise Cloud - Reports & Sales Orders to Suppliers
Show Reports Sales Orders to Suppliers

Al Show Orders transmit between the Brandwise Cloud

How can | run reports to keep tabs on my show? and Show Enabled devices.

When using the 500 system, your local reparts in Sales Analy
Menu are only as updated as the device itself. To ensur
full picture of your showroom's activity, use the wel
module accessible from MyBrandwise. After log

of understanding your show, as it will rep
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Agency Brandwise Cloud - 100 System

Thie Data Transfer will push and
pull information between
the100 system and Brandwise
= Cloud.
T It will only download HFC
ettt orders and Orders that have
iy : been Confirmed and Sent to

All Show Orders transmitto [ : Supplier.

the Brandwise Cloud from
Show Enabled devices.

/7 Beandbwise Clowd 1. HFC Show Orders

2. Electranic Orders
Confirmed, Sent to Supplier
Show Mode Play Devices with Internet Ordersfrom Play Devices

3. Faxing and Email

Pending Orders: Are only visible and editable on the gxﬁ'mﬂmﬂeﬂmﬁiﬂ
. W ars to sent to
device the order was created on. Supplier. Faxing Orders
need to be transmitted via
HFC Orders: Can be pulled and edited on any device DataXchange to Supllier.

(except the 100) in show mode, that has internet
access and has permission to view the order

Confirmed Orders: Can be pulled and edited on any
device (except the 100} in show mode, that has inter-
net access and has permission to view the order and
the order is not currently not being transmitted to the
supplier.

Note: Showrooms using the 100 Server for their show will not be able
to Auto Send/Pull Orders to/from the Brandwise Cloud.
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Home Page
Data Grid

On your Home Page is the Data Grid, which is broken into three sections. Each section can
be personalized with the results of the queries that you want to see. There are several
gueries to choose from and you can have multiple queries in each section.
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Pending & HFC Orders

This query lists all orders that are in a Pending or HFC status. A Pending Orders is any order
that has not been completed. HFC (Hold for Confirmation) Orders are marked as HFC by
the user because more information is needed before the order can be confirmed. This gives
you quick visibility to orders that still need to be completed. Double click any order to open
it.

Orders to be Shipped

The second query lists any orders that have future ship dates. This gives you visibility to orders

that are going to be shipped in the future. Confirmed orders with ASAP ship dates will not
appear in this display. Double click on any order to open the order.

Dated Notes

Dated Notes are customer notes with an action date within the next 30 days. This feature
can be used as a reminder note to contact a customer. This is a view- only query. You
cannot double click a dated note.
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New Customer

Allows you to view any new customer added to the system in the last 30 days (with
order][s]).

Leads
Lists any customer that is assigned to the ‘Lead’ reporting group.

Customer Search

Lists total order dollar amounts and order count by customer. Breaks down sales by: less
than 30 days old, 30 to 60 days old, and 90-120 days old.

Orders Last 7 Days
Lists orders that have an order date within the last 7 days.

Edit Home Page
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These pre-defined data queries are found in Edit Home Page at the top right of the screen.
This link is only available to the user assigned to the machine. Please notice that the
example below has 6 queries selected. After clicking the Edit Home Page link, you will be
able to select queries from the left and add them to one of the three grids on the right by
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clicking the corresponding arrow for that grid. The sort order column will allow you to sort
your grid. The option with the smallest number will show up first on the welcome screen.

Customize Home Page Selections
In each section, you can customize the order of the columns, change the sort of the
column, and filter the columns.

= To sort a column, click on the column heading. The column will sort in ascending
order. To reverse sort in descending order, click the column header again.

To change the order of the columns, click on the column heading and drag it to where you
want it to display.

To save your layout, right click on any column header, select Edit Layout, then Save Layout.

To filter the list for certain criteria, type in the data criteria at the top of the column. The list
will be limited to what you enter.

Menu Hotkeys

The menu across the top (hot keys) can be used to get to different parts of Play quickly. You
can customize your menu to add additional icons. To customize your menu hot keys, click
the arrow at the right end of the menu bar and select Add or Remove Buttons, then

select Customize.

1. For the customized tool bars, click on the Commands tab.
Select the category.
Within the category, highlight the items you want to create a hot key for.

Drag the command to the hot key tool bar where you want to insert it
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