SouthWare™"™ portals Remote Sales Portal

Remote Sales Portal

The Remote Sales portal allows a mobile salesperson to access and update SouthWare orders and
manage customer relationships over an internet connection. The layout and functionality of this portal
are optimized for tablet and touch screen use.
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Feature Highlights
Highlights of features included in the portal include:

Easy tabbed access to major categories of sales-related info

e Each tab maintains its state to give you multiple open desktops
Start Tab for overview and find functions

e Order status and trends

e Invoice trends

e Task status

e Pipeline status
Global Find/Navigate

e Search by name or document number

e Find includes all major files

e Zoom from search list to related details portal
Accounts Tab

e Summary of all accounts

e Find account by name or list all accounts

e View A/R aging for accounts

e Add a new prospect record
Customer Account Portal

e Summary and overview

e Access to contacts

e All open orders and past invoices

e Sales opportunities

e Tasks

e Receivables

e Service Orders

e Service Contracts

o Notes and Extended Data
Prospect Account Portal

e Summary and overview

e Contacts, opportunities, tasks, notes, Extended Data
Contact Portal

e Summary and overview

e Tasks, notes, and Extended Data
Orders Tab

e Orders summary and overview

e |nquire a stock item

e List orders and quotes and invoices
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e Add a new customer
e Access an existing order
e Order Entry
e General order header and totals info
e Line item entry including search and recent customer purchases
e Miscellaneous charges
e Shipping info
e Optional signature capture
e Optional payment entry
e Textentry
e Notes and Extended Data
e Optional Order Summary page (with signature) for review and/or printing
e Service tab
e Listing of service orders
e QOption to view (optional edit)
e Taskstab
e List of tasks (open or closed) with zoom options
e Option to add new task
e Pipeline tab
e Analysis of sales opportunities including forecast, stage funnel chart, stage analysis, and
opportunity listing
e Analysis tab
o Multiple analysis charts and lists including sales pipeline, monthly sales, and commission
sales
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Setup Requirements
The Remote Sales portal is designed for use from an external browser. It does require a valid

NetlLink user login and related license seat.

To use this portal, a SouthWare salesperson’s operator login must have:

An order entry security level access of at least 5

A default Order Entry operator (IS-07-11) assigned to the login operator since this is the
operator that will be used within the portal

A salesperson assigned to the login operator

Product Licensing

Requires SouthWare Order Entry license

Requires SouthWare TaskWise license

Requires ExecuMate Il license for most graphs
Requires use of NetLink for outside browser access

Accessing the Remote Sales Portal
You may access this portal from the MTHUB request that is displayed when you log in via the

MTLOGIN request. You may choose between Wide and Narrow navigation modes:

Wide mode shows the side buttons and hides the tab labels
Narrow mode shows the tab labels and hides the side buttons

SouthWare™obile
Wide Mode

Enter your login info:

Name |

Password

Mavigation Layout

- Wide . MNarrow
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SouthWaremeobile Huyb

ES SouthWware™ebile Hup Remote Tech App = Carl Sanders = Refresh \¥] Options ~ @ LogOut

The login for SouthWare Mobile takes you to the Mobile Hub container. The toolbar at the top of
the page provides access to the Remote Sales portal and provides some general mobile options:

e Select App — Select Remote Sales App as the application.
o Refresh Hub — Refreshes the Hub page and reloads the last app.
e Options

o Set Zoom Size (ipad only) — On the ipad ios the pages in the portal can use the
browser webkit feature to adjust the font/zoom size of the pages for better
readability. By default pages are displayed at 125% of normal. You may adjust this
percentage via this feature, and any portal pages launched from the Hub will reflect
the changed percentage. This is saved as a default for your operator, so if you
change this temporarily you will need to reset it to the standard default.

= Please note that if you change the percentage the Hub will refresh and any
pages must be reloaded.

o Show/Hide Hub Toolbar — You may show or hide the Hub toolbar via the Options
selection or via the button shown at the left of the toolbar.

o Switch Navigate Right/Left — The navigate buttons for the portals may be displayed
on the left or the right of the pages. By default they display to the right, but you
may choose this option to toggle between the left and right positioning.

o Please note that each time you change this option the Hub will refresh and any
pages must be reloaded.

e Log Out — Logs out of the portal session and displays a screen that allows you to start a new
login session.
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Remote Sales Hub
When you access the Remote Sales portal you will see a set of tabs that help organize the major
areas available in the portal:

e Start (default)
e Accounts

e Orders

e Service

e Tasks

e Pipeline
e Analysis

You may click on any tab as outlined in the following sections. The state of each tab is maintained
when you switch tabs so that you may switch between multiple active screens.

i Start &2 Accounts [ Orders #Senice [BTasks '@F‘ipeline ok Analysis
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Start Tab
The Start Tab contains the

o Anoverview of key indicators with related links

following components:

Remote Sales Portal

o An Reminder pane with current company news and reminders

o Aglobal find function by name or document number

+5how Mobile Options Toolbar

Don't forget - Friday @ 8 am SHARP!

Upcoming:

in

2/20 - Staff Reports Due
2/21 - Company Mtg
2/28 - Staff Training
3/5 - Acme Trade Show

ber to update i ce —
options
with Marge no later than MONDAY! ~

%13 10/16/13  11/08/13

. % Invoiced

Weekly Invoices | Period Invoices

B 2 - Qualfied Lead

. 3 - Made Proposal

. 4 - Reviewing Proposal
B 5 - Hear Close

B 5 - Negotiating

B 7 - watting Signature

@i Start 8 Accounts [Horders “eSenice [STasks @Pipe\ine ﬂlAnaIysis
y / [Florders [&Tasks
1SouthWare Today's Tasks for SUPPORT
........ ah et Ciny - Calls 0
%ake Robbins 1500 - Meetings 0
Refresh Page Q’Help - Appointments 0
Global Search o -To Do 0
Find Name/Desc + Total Sched Today 0
@, e Late Tasks B 3
® G4t DNosI CHOEL4 NI DILNM 020 @pipeline |
Oreminders: P Edit v e
= I i . £ Orders . £ Invoiced = —
Sales Meeting | T | ==
— B 1 vewLead

n

Start Tab

Key Indicators
Info available in this page:

e Orders— A graph displays the daily trend for order amount and invoice amount for your

salesperson code. A Totals tab also shows current open order totals.

e Invoices — Two graphs are available with invoice info for recent weeks and periods.

e Tasks — Totals are displayed for tasks scheduled for today.

e Pipeline — A graph shows the current breakdown of your open sales opportunities.

10
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Reminder Pane
The reminder pane is the lower left portion of the start page and is intended to be an online bulletin

board of announcements and reminders for salespeople..

Reminder Editing

The contents of this pane may easily be edited by any operator with a security level of at least 8 in
Accounts Receivable. Click on the Edit link to display the Editing tab.

+5how Mobile Options Toolbar
H

i Start &8 Accounts [Elorders “eSenice [&Tasks @F’ipe\ine i Analysis Edit Reminders

2 Refresh | | Save [ Exit

[
E
]
101
1l
1]
1
i
"
L]
.
L]

hl h2 h3 h4 B I
Sales Meeting

Don't forget - Friday @ 8 am SHARP!

Upcoming:

2/20 - Staff Reports Due

2/21 - Company Mtg

2/28 - Staff Training

-
-
-
® 3/5- Acme Trade Show

Remember to update insurance options
with Marge no later than MONDAY!

q [ | »

Reminder Editing

In the Reminder Editing tab you simply edit the text and format it as desired using the formatting
buttons at the top. These are similar to most text editor functions. To save your changes click on the
“Save” button — the button will display a check mark when the text is successfully changed and
updated in the Start page. Press the Exit button to close the Editing tab.

Note:
The reminder text is stored in a TaskWise AnswerReady record with the key of

“888888888888888888".

11
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Global Find Function

The Global Find/Navigate feature lets you search for documents or other records across all major
SouthWare files, then zoom to the related detailsl for a record. This means you don’t have to know
which portal to access for a search — you can search and then instantly zoom to the appropriate
portal.

Global Search
Find MName/Desc -

In the Find field you may select the type of search:

o Name — Select the Name option and then enter a name or partial name in the search field.
This does a mask match (wildcard) search within the following files:

Sales order — bill to name and ship to name

Service order — service order customer name

Job — description lines

Stock Item — key word file

O O O O

If using TaskWise:
= Relationship name
= Contact name
= Task reference
=  Project relationship name
o If not using TaskWise
= Customer file —name
= Vendor file — name
=  Employee file - name
e Document# - Select the Document# option and enter a document number in the search
field. This launches a search for the document number in the following files:
Sales order — order # and customer PO #
Service order — service order #and customer PO #
Invoice — invoice #
A/R open items — document #
A/R sales transactions — document #
A/R cash receipts — check #
A/P open items — document #
A/P transactions — document #
Jobs —job #
Purchase orders — purchase order #

o 0O 0O 0O O o O O O o

12
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Find List
When you launch a find the Remote Sales portal will create a new tab with the search results.

+5Show Mobile Options Toolbar
&

Eigtan &8 Accounts Elorders “eSenice [BTasks (‘!)F'ipelme tllAnaIysis Find Name car
2 Refresh [+ Bxit Il
NAME REFERENCE SOURCE TYPE
o LEE LUUNLY MEAIT Gare CUSLUMEN #1240 CusLormer "
@ Regal Eagle Car Care Customer # 1810 Customer o
) Crazy Cars Customer #: 3356 Customer
] Carl Sanders Customer # TEST Customer =
5] Carl Sanders (TEST +) Customer # TEST+ Customer
@ nomerchant warehouse gift card Stock #*GC Loc:001 Desc:nomerchant warehouse gift card Stock
(2] PC Cart Stock #466 Loc:001 Desc:PC Cart Stock
@ Stationery Business Cards Stock #501-BC Loc:001 Desc:Classic Laid Gold Foil Stock
5 Stationery Business Cards Stock #501-BC Loc:002 Desc:Classic Laid Gold Fail Stock
<[ 1 v ) T
Total Records: 662 -

Example Find List

The list shows all matching records for the name or document # you entered.
e The “Source Type” column shows the file in which the record was found.
o If you are using TaskWise, any relationships will show the Source Type as the
customer, vendor, or employee file rather than the relationship file.
o If the search results in a large number of records you may use the column filters to further
refine the search.

Zoom Options

When you click on the green arrow to zoom to a record the resulting zoom is based on the Source
Type. For example, if you choose to zoom on a customer you will go to the related customer portal
view.

13
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Accounts Tab

The Accounts Tab provides access to all your customers and prospects and contacts.

Navigation within the Accounts Tab
You may use any of the following methods to access the Accounts pages:

e Buttons
o The buttons that appear to the side of the page are typically the easiest method to
switch between pages. These buttons may appear on the left or the right of the
page as configured in the “Options” button of the SouthWare Mobile Hub page.
o You may choose to hide these buttons via the Options button of the toolbar.

o The pages may be accessed as tabs if you choose to display tabs toolbar Options.
o You may choose to show these tabs via the Options button of the toolbar.
e Dropdown Selections

o The pages are also accessible from the dropdown “Options” button in the toolbar.

Summary
The Summary page provides an Accounts overview and contains the following sections:
e Status Info — shows some totals and info about your accounts
e Next Scheduled Task — shows the next scheduled task with links to the task and the account

e Recent Task Contacts — shows the most recent task contacts — you can click on one of the
contacts to quickly access that account

14
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+5how Mobile Options Toolbar

a b
Eistant &8 Accounts [l orders “eSenice [STasks @F’ipelme ﬂlAnaIysis Find Name car
Status < Next Scheduled Task ES Cptions v
'Refresh Page 02/11/10 on 8:00 AM
call - outbound [STask I | Jsummary
Total # Customers 28
Inform Order Status |
PTD Sales $1,404,647.57 | Betty Hines 42 Account .
YTD Sales £1,554,776.17 Betty Hines “LFind Account
Total Amount Due $16,560.91
Recent Task Contacts v e
Aging Totals |Z|List Accounts
CURRENT $-3,843.18
1- 30 DAYS $.00 ACCOUNT CONTACT REFEREN 2'A/R Aging
31 - 60 DAYS $.00
o
OVER 60 DAYS $20,404.09 Testing Company ¢ Bonnie A. Streeter test
Customer YTD Grade C+ ©Add Prospect
Aged Receivables Carl Sanders Andrew Goggins test
Carl Sanders MNew Contact 8 test |;|
31 to 60 Current .
© \ 710 30 Days Edgar's Grill Edgar Jones Teas
Carl Sanders Blake Robbins Neec _

om )

Total Records: 29
Mare Options ~

“ilaccounts Hub

Account Summary page

Find Account
This function lets you enter a name or partial name and display a list of accounts and/or contacts
with that name. You may then select a record from the list to zoom to it.

List Accounts

This function displays a list of all accounts assigned to your salesperson. You may also use the
toolbar options to include all group accounts that you may access. Select a record from the list to
zoom to it.

15
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EiStart &3 Accounts = Orders “eSenice [&Tasks '@F'ipelme ﬂAnaIysis Find Name car

2 Refresh & Accounts for BTR Only = Exit

NAME TYPE CONTACT NAME PHOMNE NUMBER ¥TD SALES LAST ¥R SALES STATUS
(5] Béton Provincial E Ryan Chance 313-234-2983 $0.00 $-185.40 Active E
5] Appleton’s Haberdashery C 205-262-5841 $0.00 $160.50 Active
5] S8A Consulting c Bill Thompsan +44 (020 7479 8756 $0.00 $365.00 Active
(5] Emst's Grocery C 604-699-8500 $0.00 $0.00 Active
=] Earl's Auto Body Repair C Earl Stringfellow 334-745-5232 $0.00 $-9.000.00 Active
5] Gerald Williams c 334-987-2726 $0.00 $99.50 Active
5] Jackie's Beauty School c Jackie Trifford 205-321-4424 $0.00 $168.74 Active

4

T ] ¢

Total Records: 58

Gidccounts Hub | = AcctList =

List Accounts

A/R Aging
This function displays A/R aging info for your accounts. All accounts with a non-zero balance are list,
and you may zoom from the list to the account.

EiStart 42 Accounts Eorders “eSenice [&Tasks @F’ipeline ‘iAnalysis Find Name car
2 Refresh Exit
CUST# CUSTOMER NAME ACCT BALANCE CURRENT 1TO 30 DAYS 31 TO &0 OVER 60 DAYS PASTDU
5] 3 Béton Provincial $6,821.79 $-475.75 $0.00 $0.00 §7,297.54 2
@ 150 Appleton's Haberdashery 36.582.06 3-100.00 50.00 $0.00 56.,562.06 :
5] 810 Harrelson's Computer Centre $3.083.62 $0.00 $0.00 $0.00 $3,083.62
5] 47 Blue Bird Cottages $2,246.42 $0.00 $0.00 $0.00 $2,246.42
5] 3356 Crazy Cars $1.290.00 $0.00 $0.00 $0.00 $1,290.00
5] 57 Blue Bird Cottages $872.94 $0.00 $0.00 $0.00 $872.94 il
4 m ] r
52,815.99 $-24,004.03 $4.03 $4.03 $26,711.96 $26,81E
Total Records: 29
gj‘.ﬂocounts Hub = Aging =

A/R Aging

16
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Add Prospect

This function displays a screen for adding a new prospect. Tabs allow you to add both the
relationship and the contact records, and the toolbar gives the option to create a new sales
opportunity record after the prospect is added. Please note that the contact address and phone
info defaults from the account, so enter the prospect info first and then switch to the contact to
complete any missing info.

+5how Mobile Options Toolbar

%]

i Start S3Accounts | [=Orders “eSenice [&Tasks @pipsline i Analysis Find Name car

2 Refresh «” Create Related Opportunity [+ Exit

Company Info:

Company Name [\

Address Line 1
Address Line 2

Address Line 3

City ST Zip Code
Phone Number

Web Site

Access: SUPPORT -

Status New Lead -

© Add Prospect/ Contact

42 Prospect &3 Contact

il pccounts Hub [+] Add Prospect

Add Prospect

Customer Account Portal

When you zoom on a customer the account portal gives you quick access to available info for that
customer.

17
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+5how Mobile Options

Remote Sales Portal

il Start 3 Accounts rders %eSenice asks ipeline i Analysis ind Name car
g S3A [Eord s [&Task @pipel il Analy Find N
Carl Sanders (1) 2 Refresh [#] options = Exit Account Standard Options
. Summary
Name/Address (Carl Sanders Status
123 Magnolia Avenue Open Orders $6,550,040.24
& Map Account Balance $334,334.87 | &3 Contacts
Opelika, AL 36804 Past Due (as of 02/27/14) $350,326.69
Contact Carl Sanders Credit 'l-;m-'t $2,000 [l orders
Phone 334-444-1672 PTD Sales $900.00
E-Mail carl@sanders.com YTD Sales $14,431.57
Salesperson AEM Prev Year Sales $367,135.10 57 Activity
Primary Contact Andrew Goggins
Contact Method Office Phn @o rtuniti
Web Site 60000 ppo
Last Task 03/24/14 50000
Call - Qutbound 40000
Blake Robbins 30000 [& Tasks
. . . ) 20000
Other Req PO?: N Price Level: 2 Group: 2 e,
Status Active I — P
*Tuenz oz wmz e @z ous ® Receivables
. Sales
Mare Options
il accounts Hub 53 Carl sanders

Customer Summary page

Summary Info
The Summary page shows standard info for the customer, status totals, and sales trends.

You may also press the Maps button to view the customer’s address in Google Maps.

Show address in Google maps

GO gle 1922 Professional Circle,Auburn,AL, 36830 n H
[r] 5 Academy: (= 7
— . Athletic Dept L
AN &5 b~
o y
M : :
AGhE e, = Satellite
sands i La e%"b, o &
o /
s o £ - =
idge g, [ﬂ] <-Qb Academy D 5 3
&£ = =
) ¥ 5
2
Pull Cart Y
5
— S’Q
$
& z
3 £
& f5 g I
& =} 3
= 5]
Auburn ‘-1”" X Ll
Diagnostic (= q R
[-) Center Aubum
Dental Spa
g N
a o
= 2
5 &
2 F
( ~
= o 3
Keystone & @ £
Bank ] %
— L ; APY
liversity Dr E University Dr o E University Dr w3
S
500 1t 5 8 Z
|—|—| P Dillard's %
| ' 200m . g iy & Village Mal 2 %.
=l ;_=‘- P Tiap dats ©2014 Google - Editin Google Map Maker  Report a problem | I
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Contacts

The Contacts page shows a list of all contact persons defined for the customer and lets you see the
key info for each one as you highlight a contact in the list. Within the key info you may press the
More button to zoom to the full Contact portal. You may also press the “Add” button to add a new

contact.
EiStart &3 Accounts Elorders % Senice [&Tasks @F’\pe\ine i Analysis Find Mame car .
Carl Sanders (1) = Refresh [4) options =[] ExitAccount Standard Options -
2, Summary
Contact List @ Add < Contact View
) Contacts
'Refresh Page Name/Address Andrew Goggins
123 Magnolia Avenue
NAME PHONE NUMBER TITLE SiMore... | || orders
Alice Fergusan 334-521-2342 Purch * Opelika, AL 36804
B Phone 334-444-1672 g Activity
Andrew G 3344441672 CFO |E| Cell Phone
ndrew oggins m E-Mail A.goggins@carl.com
Fax @ opportunities
Bill McGuire 334-821-2342 Secur Title CFO
Category
Blake Robbins 334-821-22342 Salesi Contact Method Office Phn [ Tasks
Next Task 03/10/14 on 8:00 AM
Bonnie A. Streeter 334-705-3456 Add N Call - Qutbound ;
Follow Up ‘2 Receivables
Bonnie A. Streeter 334-705-3456 Add N
4 m | »
Total Records: 35 More Options N
Eilaccounts Hub & carl sanders

Contact List

Orders
The Orders page shows a list of orders for the customer. You may sort or filter the list using the
column headings. Using the toolbar buttons you may:

e Add anew order
e View past invoices
e Select a date range for the list

Press the green arrow beside an order or invoice to zoom to the related details.
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+Show Mobile Options Toolbar

ilStart &8 Accounts Elorders “»Senice [&Tasks @F’ipe\ine J-iiAna\ysis
Carl Sanders (1) 2 Refresh [#] options  ~ Exit Account Standard Options
i ., Summary
2 Refresh | @) MewOrder | [=| Orders 9 invoices 7% AllDates  + ol
&l Contacts
ORDER# ORDER DATE CUSTOMER NAME TOTAL PRICE #LINES ORDER TYPE
|| orders
@ 24 08/20/13 Carl Sanders $24.95 4 REGULAIZ 9 Activity
@ 29 04/26/09 Carl Sanders $400.00 1 LAYAWA
= (@ opportunities
@ 52 05/08/09 Béton Provincial $84.00 2 REGULAI
Tasks
@ 141 11/23/09 Carl Sanders $874.42 7 REGULAI (8 Tas
@ 143 05/09/09 Carl Sanders $240.056.85 17 REGULAI ‘2 Receivables
4 i | 3
$6,118787.74 434
Total Records: 381 More Options ~
“ilaccounts Hub &3 Carl Sanders

Orders Listing

Activity

The Activity page shows all recorded recent activity for this customer including tasks, orders, service
orders, payments, credits, contracts, etc. You may sort or filter the list using the column headings,
and you may select a date range in the toolbar.
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Press the green arrow beside a record to zoom to any related details for the activity.

+5haw Mobile Options Toolbar

Remote Sales Portal

(5] Sales Order
5] Sales Order
@ Order Quote
@ Order Quote
5] Payment on Acct

5 Sales Order

i Start A2 Accounts

Horders

Carl Sanders (1) Refresh

2 Refresh [ Last30 Days =

DATE

03/26/14

03/26/14

03/25/14

03/256/14

03/25014

03/25/14

[#] options  +

REFERENCE

Order #: 3854

Order # 3570

Order #: 3542

Order #: 3543

Order #: 3545

Order #: 3544

“eSenvice

[&Tasks

[ Exit Account

DATE TYPE

Order Date

Order Date

Order Date

Order Date

Order Date

Order Date

@P\pelme

TIME

ol Analysis
FILE ACTMITY KI
RSO7 | 384 5
RS07 | 3570
RSO7 | 3542
RSO7 | 3543
RS07 | 3545
RS07 | 344 -

Total Records: 86

FiaccountsHub | 53 Carl Sanders =

n

]

m

Standard Options v

., Summary

&l Contacts

[©] orders

@ opportunities

[& Tasks

® Receivables

More Options -~

Activity Listing

Opportunities

The Opportunities page shows a list of sales opportunity tasks for this customer.
filter the list using the column headings. Using the toolbar buttons you can:

e Add a new opportunity

o Toggle between open and closed opportunities

You may sort or

Press the green arrow beside a record to zoom to the details of the related opportunity.
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+5how Mobile Options Toolbar

Eigtart 48 Accounts = 0rders “eSenvice [@Tasks @F‘ipelme ol Analysis
Carl Sanders (1) 2 Refresh [¥) options =[] Exit Account Standard Options “
; %, Summary
2 Refresh | @) AddMew "] Open (] Closed
4l Contacts
REFERENCE STAGE %LIKELY POTENTIAL VALUE SUCCESSFUL SAL
|1 orders
5 Made P | 100.00 5.000.00 ; =
@ ade Proposal $ =3 @ ivity
@ Meed to send more lit New Lead 15.00 $0.00 M
- @o tuniti
5] win3 this is the text for refe New Lead 00 50.00 M
. Tasks
® Qualified Lead | 100.00 $3,950.00 (3 Tas
@ New Lead .00 $1.200.00 2 Receivables
4| (1 | 3
Total Records: 58
Maore Options LS
i Accounts Hub 53 Carl Sanders

Opportunity Listing

Tasks
The Tasks page shows a list of tasks for this customer. You may sort or filter the list using the
column headings. Using the toolbar buttons you can:

e Add anew task

o Toggle between open and closed tasks

e Select a date range for the list

e Enter text to search for in the tasks. The search will include the task details and the

reference field. For example, you could enter “widget” to find all tasks for the customer
that included the word “widget” in the text or reference fields.

Press the green arrow beside a record to zoom to the details of the related task.
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+Show Mobile Options Toolbar

Remote Sales Portal

Eigtart 48 Accounts = 0rders “eSenvice [@Tasks @F‘ipelme JfAnaIysis
Carl Sanders (1) = Refresh [#) Options = Exit Account Standard Options
. 4 Summary
2 Refresh @ New ] open (] Closed ™" ThruToday =  (searchtext) i
&l Contacts
TASK TYPE REFERENCE SCHED DATE TIME RELATIONSHIP HAMI
|1 orders
©|  Sales Opportunity Testing Competitor 10/31/11 1402 Carl Sanders  *
9" Activity
5] Appointment New Task for Refurbish 12/06/11 1200 Carl Sanders
= = © Opportunities
@ Call - Qutbound Refurbish 12/06/11 1500 Carl Sanders © oppor
@/ Inperson Another refurbish 12/06/11 800 Carl Sanders | & Tasks
@ Callback Try again 12/06/11 500 Carl Sanders ® ivables
@|  Sales Opportunity This is an A/R collection opp 12/09/11 958 Carl Sanders
& Al Ao oS TIPCIE I AniAniaa PR P ST
< I | b B
Total Records: 114 More Options
i Accounts Hub 53 Carl Sanders

Task Listing

Receivables

The Receivables page shows unpaid balance and aging totals along with a list of all open items in
Accounts Receivable for this customer. You may sort or filter the list using the column headings.

Press the green arrow beside a record to zoom to any available details such as the invoice.
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+5how Mobile Options Toolbar

EiStart &3 Accounts = Orders “eSenice [&Tasks GF’ipeIme i Analysis
Carl Sanders (1) = Refresh [#) Options =[] Exit Account Standard Options v
L, Summary
AR Status < Open ltems >
&l Contacts
Terms 2
Credit Rating DOCUMENT# PENDING BAL DUE DATE REFERENCE
Last Payment Date 01/13/14 [£] orders
Avg. Days to Pay 180
Total Open Credits $1,282.00 . .
i} - 5° Activity
: 5 817 $5,160.00 ORD:1230 |
Aging =
5 126/ : Opportunities
Current $-16,140.20 @ 884 $4.750.84 04/26/13 ORD:1251 @ oppol
1 to 30 Days £148.38 . _
31 to 60 $14,346.17 @ 897 $0.00 05/23/13 ORD:1353 [@ Tasks
Over 60 Days $£335,956.94 .
Future £.00 © 901 $4.837.50 05/25M13 ORD:1358 )
Total $33033487 . - @ Reccivables
$351,613.57
Total Records: 94
Mare Options A
il Accounts Hub 53 Carl Sanders

Customer Receivables

(The following options are available under the “More Options” set of buttons or the “Options”
drop-down list.)

Service Orders
The Service Orders page shows a list of service orders for the customer. You may sort or filter the
list using the column headings. Using the toolbar buttons you may:

e View open or closed service orders
e Select a date range for the list

Press the green arrow beside a service order to zoom to the related details.
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Remote Sales Portal

Mare Options

»

I Svc Contracts

2 Extended Data

m

Standard Options

EiStart A2 Accounts EOrders “eSenice [&Tasks eF'\peIine ﬂAnaIysis
Carl Sanders (1) 2 Refresh [#] Options + Exit Account
2 Refresh - open (] Closed ™% ThruTaday ~
S/0 NUMBER SCHED DATE PROBLEM TECH EQUIPMENT D COMMENT
& 00100000061 03/13/14 Return for Credit Bill testing just teﬁtm_lil
5] 00100000072 12/09/13 Copier Jane This is a test agai
@ 00100000083 12/09/13 Copier Bill comments for SO
& 00100000086 | 12/09/13 Copier
@ 00100000089 12/09/13 Copier Bill hghghhijjj gf gf
@ 00100000098 12/09/13 Copier -
4 1
Total Records: 261
“ilaccounts Hub 53 carl sanders

Customer Service Orders

“eSenice [@Tasks

[Elorders

Eistart &8 Accounts @F’ipe\ine ﬁf-\nalysis

Service Order 00100000070 Parts: 5.00 Labor: $40.00

@

Sched
Customer

Refresh [P Edit @, view

Exit

MEM NUMBER QTY/ANTS

12/10/13
Carl Sanders
123 Magnolia Avenue

Auburn , AL 36830
Contact  Carl Sanders 567-3000
Contract# 1
PO Number 1-1
Tech Bill
Equipment 205 1234
Problem  CLN Heeds Cleaning

LABOR

100

Comments copier needs deaning - smudges on copies

Text

Total Records: 2

=
i Accounts Hub & Carlsanders = A 5/0: 00100000070

Other: 5.00 »
AMT BILLED UNIT PRICE
1.000 $40.00 40
2.000 $0.00 18
$40.00

Service Order View

Service Contracts

The Service Contracts page shows a list of all service contracts defined for the customer and lets you

see the key info for each one as you highlight a contact in the list.
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+5how Mobile Options Toolbar

ilStart 42 Accounts Elorders e Senice [&Tasks GPipe\ine i Analysis
carl Sanders (1) 2 Refresh [#) Options = Exit Account More Options v
|| service Orders
Contract List < Contract View >
|/ Svc Contracts
Contract # 1
CONTRACT # EXFIRE STATUS RENEW Name/Address carl Sanders
123 Magnolia Avenue Notes
1 C N
Auburn, AL 36830 [% Extended Data
2 01/19/08) P AN = Territory ALA .00 Loc: 001
Effective Dates 12/10/05 thru 00/00/00
500 c B Status C
POz 1-1
502 10/15/11 P Salesperson 1
Coverage AEM
503 09/30/11 P Renewal Freq
Prepaid Balance $25.00
504 09/30/11 = - Pending S0s $18,148.35
- Billed To Date $550.00
< | m | +
Total Records: 14
Standard Options A
il accounts Hub 53 Carl Sanders

Customer Service Contracts

Notes
The Notes page shows a list of any existing notes that have been entered for the customer and lets
you see the text for each one as you highlight it in the list.

You may enter a new note by filling in the form at the top of the page and pressing Add the Note.
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+Show Mobile Options Toolbar

ilStart &8 Accounts Elorders “»Senice [&Tasks @F’ipe\ine i Analysis
Carl Sanders (1) 2 Refresh [#] options  ~ Exit Account More Options v

|Z| Service Orders
Add a Note:  Refresh Page
Purpose Reference Note - -

¥ Svc Contracts
Text

Notes
P

%4 Extended Data
Category Access (Al - Addthe Note
Existing Notes 4 | Note Preview >

Type:F Cateq: By:DEMOTHIN Access:
[
01/13/14 1144 | test B Open File E-Mail File
09/26/13 1427 From Officelink: ROBRAFORM = ‘
09/26/13 1200 | From Officelink: ROBRAFORM Rob's RA Form
04/18/13 835 | test
< | 1} 2
Total Records: 17
p

Standard Options s

i Accounts Hub 83 Carl Sanders =

Customer Notes

Extended Data
(This option appears only if you have Extended Data defined for customers.)

In this page you may review and edit any Extended Data fields defined for this customer. Any
changes you make here are automatically updated to the records.
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ilStart &Accounts | [=l0rders

& Refresh Page
Customer

SIC Code

# Employees
Annual Sales
Owner/President
Other Contacts
Other Contacts
Other Contacts
Computer Sys?
Computer Equip
Computer Equip
Other Equip
Other Equip
Date Started

“ilAccounts Hub 53 Carl Sanders

e Senice

Carl Sanders (1) = ' Refresh [¥) options =

M3
10

1.234.567.89

Carl T. Sanders. Jr.

Pattie Sanders

Leon Butler

RES6000/340

06/24/13

[&Tasks

Exit Account

oF’ipe\ine

Remote Sales Portal

»

m

Mare Options

|| service Orders

[ Svc Contracts

| & Extended Data

Standard Options

Customer Extended Data
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Prospect Account Portal
When you zoom on a prospect (or other non-customer relationship) the relationship portal gives
you quick access to available info for that relationship.

+5how Mobile Options Toolbar

i Stan 48 Accounts Eorders “eSenice [@Tasks @F’ipeline ﬂlAnaIysis
Southern Design & Detail 2 Refresh [#] options ~ [ Exit Account Prospect Options “
. Summary
Name/Address Southern Design & Detail Hext Scheduled Task
555 Stage Road 11/17/11 on :15 AM
@ Map I P.0. Box 2238 Sales Opportunity 4l Contacts
A/R Collection
Auburn, 36830-22
Contact 1] Southern Design & Detail @ Opportunities
Phone 8 334-887-3258
Salesperson BTR
Primary Contact (% Tasks
Contact Method
Web Site T
Last Task Kay Rogers es
Appointment
Kay Rogers
4 Extended Data

More Options -~

%Accounts Hub &l southern Design & Detail

Prospect Summary

Summary Info
The Summary page shows standard info for the prospect. You may also press the Maps button to

view the prospect’s address in Google Maps.

Contacts

The Contacts page shows a list of all contact persons defined for the prospect and lets you see the
key info for each one as you highlight a contact in the list. Within the key info you may press the
More button to zoom to the full Contact portal. You may also press the “Add” button to add a new
contact.

Opportunities
The Opportunities page shows a list of sales opportunity tasks for this prospect. You may sort or
filter the list using the column headings. Using the toolbar buttons you can:

e Add a new opportunity
e Toggle between open and closed opportunities

Press the green arrow beside a record to zoom to the details of the related opportunity.
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Tasks
The Tasks page shows a list of tasks for this prospect. You may sort or filter the list using the column
headings. Using the toolbar buttons you can:

e Add anew task

o Toggle between open and closed tasks

e Select a date range for the list

e Enter text to search for in the tasks. The search will include the task details and the
reference field. For example, you could enter “widget” to find all tasks for the prospect that
included the word “widget” in the text or reference fields.

Press the green arrow beside a record to zoom to the details of the related task.

Notes
The Notes page shows a list of any existing notes that have been entered for the prospect and lets
you see the text for each one as you highlight it in the list.

You may enter a new note by filling in the form at the top of the page and pressing Add the Note.

Extended Data
(This option appears only if you have Extended Data defined for prospects.)

In this page you may review and edit any Extended Data fields defined for this prospect. Any
changes you make here are automatically updated to the records.
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Contact Portal

Remote Sales Portal

When you zoom on a contact the contact portal gives you quick access to available info for that

contact.

+5how Mobile Options Toolbar

igtar S3Accounts | [EOrders “eSenice @F‘ipe\ine i Analysis
Blake Robbins 2 Refresh [4) options =[] ExitContact Contact Options -
.. Summary
Name/Address Blake Robbins Next Scheduled Task
123 Magnolia Avenue
& map Building B 23455 B5/a/os an &:00 AM [S Tasks l
Follow Up
Auburn, AL 36830 Blake Robbins
Title Salesman Carl Sanders s
Phone 334-821-22342
Ext.
Cell Phone 2345678901 % Extended Data l
E-Mail blake@robbins.com
Fax
Category
Contact Method Office Phn
Preferred Time
Last Task Call - Qutbound
447 Call - Outbound
More Options ~
'zl‘\Accaunis Hub 83 CarlSanders = 53 Blake Robbins

Contact Portal

Summary Info
The Summary page shows standard info for the contact. You may also press the Maps button to
view the contact’s address in Google Maps.

Tasks
The Tasks page shows a list of tasks for this contact. You may sort or filter the list using the column
headings. Using the toolbar buttons you can:

Add a new task
o Toggle between open and closed tasks

e Select a date range for the list

e Enter text to search for in the tasks. The search will include the task details and the
reference field. For example, you could enter “widget” to find all tasks for the contact that
included the word “widget” in the text or reference fields.

Press the green arrow beside a record to zoom to the details of the related task.
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Notes
The Notes page shows a list of any existing notes that have been entered for the contact and lets

you see the text for each one as you highlight it in the list.
You may enter a new note by filling in the form at the top of the page and pressing Add the Note.

Extended Data
(This option appears only if you have Extended Data defined for contacts.)

In this page you may review and edit any Extended Data fields defined for this contact. Any changes
you make here are automatically updated to the records.
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Orders Tab

The Orders Tab provides access to sales orders and related order information.

Navigation within the Orders Tab
You may use any of the following methods to access the Orders pages:

e Buttons
o The buttons that appear to the side of the page are typically the easiest method to
switch between pages. These buttons may appear on the left or the right of the
page as configured in the “Options” button of the SouthWare Mobile Hub page.
o You may choose to hide these buttons via the Options button of the toolbar.
e Dropdown Selections
o The pages are also accessible from the dropdown “Options” button in the toolbar.

Configuration Options

From the Options toolbar there is a “Configure” option. At the time of this writing the Order-

related options included:

o Use Signature Capture?
This will enable/hide the order signature button.

e Notes Category for Stored Signatures
Signature data is stored as notes attached to orders. You must have a unique notes
category to distinguish signature notes from other orders. By default this category is “*”.

Configuration Options - O

iSignature Features:
- Use Signature Capture?

- Motes Category for Signatures *

" Update

Summary

The Summary page provides an Orders overview and contains the following sections:
e Status Info — shows some totals and info about your accounts
e Option to create a New Order
e QOption to View an Existing Order
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+Show Mobile Options Toolbar

Eistart

New Order

Enter Cust#
Customer #:

Open Orders

- Need Approval
- With BfOs

- Credit Hold
Client Quotes
Prospect Quotes

“ilorders Hub

OE i Refresh

&8 Accounts

~  E)Customer

Count
a9

149

Elorders

[4) options  ~

Amount
$251,675.72
.00
$273,229.70
.00
$10,490.83
£.00

“eSenice

Existing Order
Access Order #:

[©Tasks

Salesman Orders by Type

Total Price

Remote Sales Portal

®pipeline ol Analysis

. View Order

W cuoTE*
W CR MEMO
W HoLD

W Lavaway
W PAYMENT
M REGULAR

Options

“iSummary

2. View an Ttem

|=|List My Orders

|=|List My Quotes

2 List Invoices

&) Add Customer

More Options

Orders Summary

View an Item

This function lets you enter a stock number and display info for that item. This provides a quick

lookup if you need to check on availability or pricing of an item.

List My Orders

This function displays a full-width list of all orders assigned to your salesperson code . You may sort

or filter the list using the column headings. Using the toolbar buttons you may:

e Add anew order

e View past invoices
e Select a date range for the list

Press the green arrow beside an order or invoice to zoom to the related details.
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+5how Mobile Options Toolbar

iStart &8 Accounts [Elorders “HeSenice [&Tasks @Pipe\ine ol Analysis
2 Refresh =| Orders 9" Invoices [*F) AllDates v [ Exit -
ORDERg# ORDER DATE CUSTOMER NAME TOTAL PRICE #LINES PO# ORDER T¥PE STATUS cus1
@ 29 04/26/09 Carl Sanders $400.00 1 LAYAWAY é|
5 141 11/23/09 Carl Sanders $874.42 7 REGULAR
@ 143 05/09/09 Carl Sanders $240,056.85 17 REGULAR L
[5] 178 10/26/09 Manfred Morris $-0.22 2 CR MEMO
@ 179 10/27/09 Betty Hines $-453.30 4 CR MEMO
5 180 10/27/09 Manfred Morris $49.90 4 REGULAR il
| ] | r
$260,309.45 203
Total Records: 103 i
Blorderstid | Sorders

Order Listing

List My Quotes
This function is the same as the Order Listing except that it includes only Quote-type orders.

List Invoices
This function lists invoices for your salesperson code and for any salesperson group of which you are
a member. Press the green arrow beside an invoice to zoom to the related details.

Add Customer
(This option appears only if your Order Entry operator options allow you to add customers.)

This function displays a window and allows you to add a new customer record. This will also create
the corresponding relationship and contact records in TaskWise.

Access an Existing Order

You may access an existing order by entering the order number in the “Access Order #” field and
pressing the “View Order” button. You may also use the List options to display an existing order and
then zoom to the Order Entry Portal for the order.

Add a New Order

To add a new order you first identify the customer for the order. The “New Order” options include:

e Enter Customer Number
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e Find by Customer Name
e Find by Customer Phone Number
e Find by Customer Address

If you enter the customer number the customer info displays on the screen and gives you the option
to start a new order. If you use one of the find function you will see a list of matching customers,
and when you select one you will see the options to start a new order for the customer.

New Order Types
+Show Mobile Options Toolbar
EiStart &8 Accounts Eorders “eSenvice [&Tasks @Pipelme ol Analysis
OE 2 Refresh [4] options  ~ Options v
New Order Existing Order i Summary

Enter Cust # - Z)Customer Access Order #: ., View Order

Customer #:
1

2, View an Ttem

|=/List My Orders

= Create a Quote

Customer Number |1

|Name/Address Carl Sanders EE——— =
123 Magnolia Avenue [ElList My Quotes

¢\ Credit/Return

Opelika AL 36804 5" List Invoices
'Contact Carl Sanders
I|Phone 334-444-1672 @ Add Customer

[Z] No Charge Sale

Salesperson [AEM

) start New Order
) Pay on Acct

Mare Options ~

Florders Hub

Start a new order

After you have identified the customer you may press the button for any of the following order

types:

e New Order (Regular Order) — this is the default

e (Create a Quote — start a new quote for this customer

e Credit/Return —start a new credit memo for this customer — you will then have the option
to enter or select an invoice to credit or create an unapplied credit

e No Charge Sale —start a new No Charge sale

e Payon Account — start a new payment transaction

After you select the order type the new order is automatically created and the Order Entry Portal is

displayed for the new order.
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Order Entry Portal
This portal allows you to edit new and existing sales orders. The portal is organized into several
pages for easy access to all related data.

General Info
This page shows header information for the order including order totals. If you make changes to
fields on this page they are automatically updated in the order.

+5how Mobile Options Toolbar

igtart a8 Accounts [Elorders “eSenice [@Tasks @Plpe\me ﬂlAnaIysm
Order #: 3391 Cust# 1: Carl Sanders 7 Refresh [#) options - [ Exit Total: $293.23 Standard Options v

|1 General Info
Date 02/18/14 # of Line Items 3 |
Name Carl Sanders Item Subtotal $278.80
Address 1 123 Magnolia Avenue Taxes $18.82 ! Line Ttems
Address 2 Other Charges $23.50

Discount -$27.89 © mi -

Address 3 Total Sale $293.23 Misc Charges
City State Zip Opelika AL 36804 :an::unt Il;ald :igggg
_Mai LZ3 L o 3 Shipping Info
E-Mail Address ;ai@sanders.com ]
Contact @ 334-444-1672
PO # ~ & signature
Disc % 10% "4, View Summary I
Tax Code 1-Alabama/Auburn/Lee -

Exit Order
Salesperson  AEM-AngelaE. Martn =
Terms 2 (2/10 MNet 30)

Avail Credit: §-7,161,292.69

Comment

Mare Options ES

“iorders Hub Order 3351

General Order Info

Line Items
The Line Items page has numerous functions to allow you to add, edit, and delete line items from
the order. Any existing line items are shown in a grid on this page.

To Enter an Item Number
If you know the stock number you enter it in the Item field, specify a quantity, and press Add.
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+5how Mobile Options Toolbar

Eigtart A2 Accounts Elorders e Senice [@Tasks @P\pehne JlAnaIyms
Order #: 3391 Cust# 1: Carl Sanders 2 Refresh (4] options [ Exit Total: $293.23 Standard Options v
Order Lines 21 General Info
2 Refresh &, Find ltem 2 Recent ltems #l» FastMode (Qty 1) L
Description: Stix-rite Tape @ Misc charges
Price: List: $ 1.68000 ROL
Available: 248,541.000 ROL
On Order: .996 PKG @ Shipping Info
EDIT DEL ITEM 1D DESCRIPTION ary um PRICE e’ S'lgnatule
@ b 4 305 Canon 3311 Personal Typewriter 1.000 EA 200.00
Exit Order
® P4 100-TAN 747 Swingline Desk Stapler 1.000 EA 21.95
> 4 100 747 Swingline Desk Stapler 3.000 EA 18.950
4 1 F
More Options A

Fiorders Hub Order3391

Enter Stock Number to Add

Fast Mode Option

The toolbar includes a Fast Mode option. If this is toggled on then the quantity for an item will
automatically default to 1 and the line item will be added as soon as you enter the item number. If
you toggle this option OFF then you must enter a quantity before adding the line item.

Insufficient Quantity Options

If there is not sufficient quantity available for an item the Quantity Options page will display. Here
you may choose an option to backorder, purchase, cancel, etc. depending on your operator options
and any available substitutes.
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+Show Mobile Options Toolbar

Order Lines Qty Options

Tiorders Hub Order 3391

=

Remote Sales Portal

Eigtan &8 Accounts Elorders “eSenice [BTasks @F’ipelme &:Analysis
Order #: 3391 Cust# 1: Carl Sanders 2 Refresh [#] Options = Exit Total: $293.23 Standard Options

[ General Info

»

Insufficient Quantity - Item 300 | | «Line Items
Select a Hand tion below:
ling Op @ Misc Charges
Order Qty 1
@ Backorder Qty Ordered Available Qty -44,751.000 .
Qty Short 44752 # Shipping Info
[5] Ship Available, B/O Rest =
© Loc |[Qty Available
Ship Available, Cancel Rest ~
001 44,751.000 2 Signature
© Cancel - Cancel Order of this Item =
@ override - Ship Entire Order Qty .
~| Exit Order
[>] Purchase - Create PO for Order Qty
[5] Drop Ship - Order from Vendor
@ substitute 500 - Dell Computer System (Qty: 92.000 )
@ substitute 700 - Secretary Desk (Qty: .000 )
| More Options

Insufficient Quantity Options

To Find an Item

To find an item you may press the Find Item button in the toolbar to display the Find Item page. This
lets you find a service code (if applicable), a part by key word, or search all types of items via the All
button. Press the green button beside an item to select it for the order.

39



¢ SouthWare™"™ portals

Remote Sales Portal

+5how Mobile Options Toolbar

Filorders Hub Order3391

Eistart &8 Accounts Eorders “Senice [BTasks @F’ipeline Wi Analysis
Order #: 3391 Cust# 1: Carl Sanders | ({ Refresh [4) options - [ Exit Total: $293.23 Standard Options v
Order Lines Find Item [ General Info
‘ & Service (select) - Find Item: |m0nitcr| Parts All ‘@Exlt | | ./ Line Ttems
B @ Misc Charges
STOCK # DESCRIPTION PRICE UiN
@ Shipping Info
AX193WB  Acer X193Wb 19" Widescreen 135.99 EA
= & signature
AX223WB Acer X223Whbd 22" Widescreen 159.20 EA
Exit Order
AX233H Acer X233H 23" Widescreen 183.20 EA
More Options ”~

Find Parts

To Review/Select Recent Purchases for this Customer

Press the Recent Items button in the toolbar to display a list of items recently purchased by this

customer. Press the green arrow beside an item to select it for this order. A confirmation message
shows that the line item has been added (if using Automatic Quantity) and the green arrow changes

to a checkmark to show the item was selected.

Toolbar options include:

e Date range - By default the list shows items from the last 30 days, but you may select a

longer time period

e Automatic Quantity — By default this option is ON, which means the line item will
automatically be created using the same quantity as the recent item you select. You may
toggle this option off in order to review/edit the quantity before adding the line item.
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+5how Mobile Options Toolbar

Eistart a8 Accounts [Elorders “eSenice [BTasks @F’ipelme i Analysis
Order #:3381 Cust#1:Carl Sanders g Refresh [4) options  ~ Exit Order Total: $311.56 Standard Options v
Order Lines Recent Purchases 4] General Info
-} d - . 5 o
2 Refresh [*% Last30 Days € Automatic Qty ) Line ltems iLine It
Choose an item to order and automatically use the same quantity as the previous purchase.

‘™ Ttem ID 100 for quantity 1.000 is added to order.
& Misc Charges

ORDER DATE ITEM NUMBER TP DESCRIPTION QTY ORDERED EXT
@ Shipping Info
(5] 04/02/14 1 | Black 2401k Crossbow 1.000 ‘t‘ & signature
@ 0401114 AMT 5 AMT BILLING SERVICE CODE 1.000 ‘-
Exit Order
@ 0401114 550 Hammermill Tidal DP § 1/2 x 11 10.000
03/31/14 100 747 Swingline Desk Stapler 1.000
@ 0313114 100 | 747 Swingline Desk Stapler 1.000
4 1 +
Mare Options "~

Total Records: 24

Fiorders Hub Order33s1

Select from Recent Purchases

To Edit a Line Item

You may click on the ™ Edit button beside a line item to edit the line item information. This displays
the edit page. You may change these fields as needed, then exit the page. When you change a field
it is instantly updated in the order. You may also choose to cancel or delete the line item from the
edit page.
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+5how Mobile Options Toolbar

Eigtart A2 Accounts Elorders e Senice [@Tasks @P\pehne JlAnaIyms
Order #: 3391 Cust# 1: Carl Sanders 2 Refresh [4] options  ~ Exit Order Total: $311.56 Standard Options "
Order Lines Edit [41 General info
Order#: 3391 Oper: SV Refresh G | Delete Exit
rder: per @ee @ance“ee o Exi ‘3
Line # 40 Status Stock
Type 1 Ship Date 02/18/14 )
Handling (Stock) rdered © Misc Charges
Ttem Ordered 100 Qty Order 3.000 EA
Description 747 Swingline Desk Stapler Add'l Avall: 219,495.000 EA @ shipping Info
--- To Ship 3.000 EA
7 1/4" long :
---B/O .000 EA
Testing @#$% &>
g@#s Unit Price 18.950 JEA @ signature
Text
Unit Cost 9.01400 EA .
Margin:47.13% Exit Order
4
More Options A
“iorders Hub Order 3391

Edit a Line Item

To Delete a Line Item
You may click on the # Delete button beside a line item to delete the line from the order.

Misc Charges
The Miscellaneous Charges page lets you define up to four miscellaneous charge codes and amounts

for the order. Asyou add or change these fields they are instantly updated in the order.
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+5how Mobile Options Toolba

Eigtan &8 Accounts Elorders “eSenice [BTasks @Pipelme li_i:AnaIysis
Order #: 3391 Cust# 1: Carl Sanders 2 Refresh [#] Options = Exit Order Total: $311.56 Standard Options "
[ General Info
Additional Charges
.+ Line Ttems
Freight Charges v 2350
(none) > 00 L) Misc Charges
(none) > 00
Shipping Inf
(none) - 00 @ shipping Info
& signature
Exit Order
Maore Options -~
Fiorders Hub Order3391

Miscellaneous Charges

Shipping Info
The Shipping Info page lets you view and edit the shipping info for the order. Any changes you make
are instantly updated to the order.

ile Options Toolbar

Eistart &8 Accounts [Elorders “Senice [BTasks @F’ipeline ;I:Ana\ysws
Order #:3381 Cust#1:Carl Sanders (g Refresh [4) options  ~ Exit Order Total: $311.56 Standard Options v
[£1 General Info
Shipping Address
Carl Sanders 123 Magnolia Avenue Opelika AL 36804 - .
4 Line Items
Carl Sanders
123 Magnolia Avenue
@ Misc Charges
Opelika, AL 36804
334-444-1672 @ Shipgh
Carl Sanders Pping
[+ _—
Add Shipping Address @ signature
Ship Via
Local Delivery -
Exit Order
Ship Date
02/1814
Mare Options -~
iorders Hub Order3381

Shipping Info
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Signature
(This option appears only if you activate it via the Configuration Options available in the dropdown
Options of the Orders Tab Summary page.)

The Signature page allows you to capture a signature from the customer showing acceptance of the
order. This is optional.

The customer must both type a name and draw a signature. When submitted this info is digitally
stored in a note for the service order. The sales order View Summary page shows the last signature
submitted for the order (see “View Order Summary Page” later in this document).

+5how Mobile Options Toolbar

Eistant &8 Accounts Hlorders “eSenice [STasks '@Pipelme JJAnaIysis

Order #: 3391 Cust# 1: Carl Sanders 2 Refresh [4] options - [/ Exit Order Total: $311.56 Standard Options v

[ General Info
l‘;.‘C“Refresh Page

| acknowledge that this order is valid:

Type your name . Line Ttems

Carl S.

| ‘ &) Misc Charges

Draw your signature Clear

Con A Q e
& signature
Submit Signature

Exit Order
Mare Options ES

Tiorders Hub Order 3391

Signature Info

Exit Order
This button closes the order and returns to the previous page.

(The following options are available under the “More Options” set of buttons or the “Options”
drop-down list.)

Enter Payment
The Payment page allows you accept customer payment on the order. It also displays any deposits
already received.

Here are the possible payment types:

e (Cash - Enter the cash amount received.
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e Check — Enter the check number and amount.

e Card — Enter the amount and then use the card interface to process the card received.
e Other —Enter the other code and amount.

After you enter a payment this page is refreshed to reflect the new totals.

+Show Mobile Options Toolbar

igtart &8 Accounts [Elorders “eSenvice [&Tasks @F‘ipelme i Analysis
Order # 3391 Cust# 1: Carl Sanders 2 Refresh [7] options = [ Ext Order Total: $311.56 More Options v
- ~ Enter Payment
Balance Due: $ 211.56 Paid Change Due )
Cash .00 =
§§ I;—Il_-] i\:; check $.00 = I
~~ Gash Check - Card Other | || corg/0ther $.00
Deposit $ 100.00 Notes
(Select Payment Type) on Acct $211.56
- Change -%.00
========= ‘“Extended Data
Total $100.00

Standard Options A

igrders Hub Order3391

Payment Info

Text

This page allows you to view and edit both the header text and the trailing text for the order. You

may also choose which forms print the text. The text is automatically updated in the order when you
change it and exit the field.
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+5how Mobile Options Toalbar

EiStart &8 Accounts Elorders % Senice [&Tasks @Pipeline i Analysis

rder #: ust# 1: Carl Sanders efres 7] Options + [J] Exi rder Total: . More Options
Order #: 2391 Cust# 1: Carl Sand @Rf h [#) opt Exit Order Total: $311.56 pti

~Enter Payment
SRefresh Page o
Header Text Trailing Text
Forms Control Pick Ticket - Forms Control Invoice - —[Text
HNotes
p y [ZExtended Data
Delete Header Text Delete TrailingText

Standard Options ~
Filorders Hub Order 3391
Text Page
Notes

The Notes page shows a list of any existing notes that have been entered for the order and lets you
see the text for each one as you highlight it in the list.

You may enter a new note by filling in the form at the top of the page and pressing Add the Note.
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+Show Mobile Options Toolbar

Eigtan &8 Accounts Elorders “eSenice [BTasks @Pipelme JlAnaIysis
Order # 3391 Cust# 1: Carl Sanders 2 Refresh [ options = Exit Order Total: $311.56 More Options v

< Enter Payment
Add aNote:  &'Refrash Page

Purpose Reference Note » =
|=IText
Text

[#4Extended Data

Category Access (Al - Add the Mote
Existing Notes < | Note Preview >
Type:W Categ: By:DEMOTHIN Access:
Date Time Purpose Fily
02/20/14 821 Carl 5. Customer will not accept delivery except on spedfied date!
02/20/14 819 | Carl 5.
02/19/14 1450  Double-check Delivery Date
4 1 | + A

Tolal Records: 3
Standard Options -

Filorders Hub Order3391

Notes

Extended Data
(This option appears only if you have Extended Data defined for sales orders.)

In this page you may review and edit any Extended Data fields defined for sales orders. Any changes
you make here are automatically updated to the records.
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+5how Mobile Options Toolbar

Eigtart &8 Accounts [Hlorders “wSenice [&Tasks @Plpelme ﬂlAnaIyms
Order # 3391 Cust# 1: Carl Sanders 2 Refresh [4] options - [ Exit Order Total: $311.56 More Options v
e “=/Enter Payment
Z'Refresh Page - Y I
O oroER HEADER
Received by: (not selected) ~ & Effext I
Telephone Ver. @
Notes
Order # 33
Order Date 02{18/14 iExtended Data

NUMA type field
ALPHA test
NUMA test 2

MNUMK test

Standard Options ~

igrders Hub Order3391

Extended Data

View Order Summary Page

This feature opens a new browser window with a summary page showing sales order info. The page
is opened in a new window for review and/or printing. If you have a printer available you may use
your browser’s print function to print this page. A print button appears at the top of the page, and
this button is hidden from the page during printing.

The summary shows all line items along with totals and other general info. If you are capturing
signatures the page will also show the last signature captured.
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Summary - Order # 3391

02/20/14 ©0B:21:55 &

SouthWare Revl5 Demo Company /

F. 0. BOX 3040 !

Auburn, AL 36830 \ .SOUthWa.I:ce

HNNOVYATION
334-821-1108

Order Date 02/18/14 Ship Date 02/18/14
Bill To Carl Sanders (#1) Ship To Carl Sanders
123 Magnolia Avenue 123 Magnolia Avenue
Opelika, AL 36804 Opelika, AL 36804
PO # Ship Via Local Delivery
Item ID Description Order Qty Unit Price U/M  Amount
305 Canon 3311 Personal Typewriter 1.000 200.00 EA 200.00
100-TAM 747 Swingline Desk Stapler 1.000 21.95EA 21.85
100 747 Swingline Desk Stapler 3.000 18.950 EA 56.85
Subtotal £278.80
Discount £27.89
Signed By: Carl S. Freight $23.50
Other Charges $.00
w \g Taxes $18.82
Payments £.00
Balance Due $293.23

2/10 Net 30

This is not an invoice, This information is provided for review purposes only,

Order View Summary
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Service Tab
The Service Tab page shows a list of service orders for customers available to your salesperson code.
You may sort or filter the list using the column headings. Using the toolbar buttons you can:

e Toggle between open and closed service orders
e Select a date range for the list

Press the green arrow beside a record to zoom to the details of the related service order.

+5Show Mobile Options Toolbar

EiStart &3 Accounts Elorders “Service [&Tasks @F’ipeline i Analysis
2 Refresh | {] Open (JcClosed "9 ThruToday = ol
Si0 NUMBER SCHED DATE PROBLEM TECH EQUIPMENT D COMMENT
@ 00100000105 12/09/13 Copier Jane -
5] 00100000106 12/09/13 Copier Bill Comments for SO 001000106 ‘E‘
@ 00100005338 12/09M13 Caopier This is an additional note for this SO M e
5] 00100005371 Return for Credit Bill testing just testing. THisi the test fdsfds
00100005377 Return for Credit Bill testing just testing. THisi the test fdsfds
5] 00100005384 Return for Credit Bill testing just testing. THisi the test fdsfds
00100005405 Return for Credit Bill testing just testing. THisi the test fdsfds =
a 1l | +
Total Records: 23 B
J5/0 Quotes “eSenice Orders

Service Order List

When you zoom on a service order you may view (and optionally edit) the details. You may also
press the View button to display a browser page summary suitable for printing and review.
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Toolbar

B Accounts Elorders % Service

Service Order 00100005338

@

Sched
Customer

Refresh | [# Edit = L View

Exit

12/09/13
Carl Sanders
123 Magnolia Avenue

Opelika , AL 36804
Contact  Carl Sanders 334-444-1672
Contract
PO Number
Tech
Equipment
Problem  CF Copier
Comments  Thisis an additional note for this SO

Text

Ds/0 Quates “Senice Orders % $/0: 00100005338

[®Tasks

@Pipeline
Parts: $16.95

ITEM HUMBER

100

Labor: 5.00

Remote Sales Portal

EAnaIysis

Other: 5.00

QTY/UNTS AMTBILLEL  UNIT PRICE

1.000 $18.95 18.95000

[l

Total Records: 1

$18.95

Viewing a Service Order

If you have operator security access to edit service orders you may click on the edit button to zoom
to an edit screen. Changes you make are instantly updated in the record.

Eistart &8 Accounts Elorders % Service [@Tasks GP\pe\ine ﬁAnaIysis
2 Refresh 4] options  ~ Exit Standard Options
| ' General Info
Scheduled 12/09/13 < Labor .00
(Estimate: 0 hrs 0 min) 9 Start Parts $18.95
Customer carl Sanders (#1) Other $.00 © Parts/Labor
& Map I 123 Magnolia Avenue
Opelika , AL 36804 e £L42 1 o Gonature
Contact Carl Sanders 334-444-1672 e e ST
Contract# Amt Due . $20.37
PO Number On B/O (0 lines) $.00 = pa nt
Tech On P/O (0 lines) $.00
Equipment [#]
Problem CP Copier . View Summary | = Text
Phone 334-444-1672
Comments This is an additional note for this 50  Finish
“
More Options
sy % @, 5/0: # <0:
S/0 Quotes Senvice Orders + 5/0: 00100005338 o ¥ S/0: 00100005338 -

Editing a Service Order
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Tasks Tab
The Tasks Tab page shows a list of tasks for your operator ID. You may sort or filter the list using the
column headings. Using the toolbar buttons you can:

e Add anew task

e Include all tasks you can access (based on your access groups)

o Toggle between open and closed tasks

e Select a date range for the list

e Enter text to search for in the tasks. The search will include the task details and the
reference field. For example, you could enter “widget” to find all tasks for the prospect that
included the word “widget” in the text or reference fields.

Press the green arrow beside a record to zoom to the details of the related task.

+5how Mobile Options Toolbar

Eistart &8 Accounts Elorders “eSenice [BTasks '@F’\pe\ine b Analysis
2 Refresh @ New &P TasksforDEMOTHINOnly ~ ] Open . Closed [f% ThruToday =  (searchtext)
TASK TYPE REFERENCE SCHED DATE TIME RELATIONSHIP NAME REASON P
5] Call - Qutbound Meeting followup 10/18/11 800 Follow Up
[>] Call - Qutbound MNeed Help 10/18/11 800 Customer Request i
=
5] Call - Qutbound Checks won't print! 10/18/11 800 Carl Sanders Customer Request I
] Call - Qutbound Meed help with Training 10M18/11 800 Customer Request
5] Call - Qutbound Monday task 10/31/11 800 Follow Up
[>] Sales Opportunity Testing Competitor 1073111 1402 Carl Sanders AR Collection
5] Call - Qutbound Get Credit Info 11/30/11 800 Follow Up
| m » )
Total Records: 320
Erask List
Task List

When you zoom on a task you may edit the details. Changes you make are instantly updated in the
record.
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Remote Sales Portal

Eigtart a3 Accounts [=orders % Senice [&Tasks @Plpelme E‘Analysws
Task ID:493 2 Refresh | 3§ Delete Task Exit Task
Relationship: Carl Sanders Sched Date: 06/03/14
Type: Call - Outbound - Sched Time: 900AM ~
Reason: Follow Up - Est. Duration: 000 Hours
Contact: Blake Robbins Start Date: 00/00/00
Assign To: DEMOTHIN + Start Time: -
Access: DEMOTHIN ~ Personal:
- RSVP?:
Priority: Normal = Project: .
Reference: Propasal Followup
Completion:
Discussed how his business needs have changed and how - Date
this proposal can help him. Good discussion! 06/03/14 +Close
- Time: 400PM -
4 - Tot Time: 000 Hours
- Result: Completed -

Task Fields Task Motes % Task Ext Data

ask List ‘Call - Qutbound

Editing a Task
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Pipeline Tab
The pipeline tab provides some charts and reporting to help you analyze the status and forecasts
from your sales opportunities. It contains a set of sub-tabs including the following info:

+Show Mobile Options Toalbar

Fistart &3 Accounts Eorders “Senice [&Tasks GPipeIine i Analysis
Estimeted Dolars per Month for Open Opportunities 2
=)

150000

100000

mn

50000

. | - -

J2n 08 Sep 11 Oct 11 Hov 11 Dec1t Jan 12 Oct 12 Mar 13 Apr13 May 13 Jun 13 13 Auvq 13 Oct 13

WilForecast (—’Stages “TFunnel QOpponunit\es

Sales Pipeline Forecast

The Pipeline Forecast shows estimated future monthly sales from open opportunities.

+Show Mabile Options Toalbar

EiStan &2 Accounts Eorders “Genice [&Tasks @Pipeline i Analysis
Estimated Value of Open Opportunities in Each Stage E
i)

121412.00

B 1 -vewtead 50000.00
B : - Qualified Lead

B 5 - Made Froposal
10000.00 | —— )
. 4 - Reviewing Proposal

B 5 -vear Close
B & Negotiating 50000.00
B 7 - waiting Signature /
200000 473586.00

12000.00

m

WiForecast (—’Slages “FFunnel GOppanumt\es

Opportunity Stages

The Opportunity Stages chart shows the total estimated value for each stage.
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-+Show Mobile Options Toolbar

Estart &8 Accounts B orders “eSenice [@Tasks G’Pipeline ‘lAna\ysls
Number of Opportunities Reaching Each Stage Over Last Year -

100

mn

0
Mew Lead (86) Qualified Lead (7) Made Proposal (6) Reviewing Proposal (4) Mear Close (4) Meqotiating (3) Waiting Signature (2)

WiForecast oStages “TFunnel @Oppanumties

Opportunity Funnel

The opportunity funnel shows how many of your opportunities move through each stage. This chart
shows all opportunities for the last 365 days.

istan 2 Accounts S orders [&Tasks ll-IAnaIysis

Y Refresh | @) AddMew ] Open (. closed

REFERENCE STAGE LIKELY POTENTIAL WALLE SUCCESS? CLOSE DATE ADL WALLE
5] test nloesub Mew Lead .o $0.00 $0r
@ Big Possibility Mear Close .00 $0.00 50 [I?\
[>] Test for S0 Quate Mew Lead 0o $0.00 50 [_
[5] call customer Made Proposal 55.00 $100,000.00 $55,000.0
@ New Lead .00 $0.00 500
5] test Qualified Lead 10.00 $1,000.00 1000
& tact for inlin Blowss | nndd £nn T2 AN A0 awEn T

< n

Total Recards: 114

Wipipeline Wivonthly 5 @opportunities  OCommissians  WI%Sales/State | W% Cust/State

Opportunity Listing

The opportunity listing shows existing sales opportunities and allows you to zoom to review/edit
opportunities.
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Analysis Tab
The analysis tab provides some charts and reporting to help you analyze sales-related activity. It
contains a set of sub-tabs including the following info:

EiStant SR Arcounts B orders [BTasks b Analysis

Blake Robbins Menthly Sales

3394

7398

0113 0313 0513 0713 0813 1113 01/14
0213 04113 0613 08/13 1013 1213 02114

dipipeline Wimonthly §  @opportunities DCommissions W% Sales/State W% Cust/State

Monthly Sales

The monthly sales chart shows period sales for the salesperson.

FiStant A2 Accounts Eorders [BTasks lllAnaIysis
| PTD ¥TD| *
[Salesperson 1D BTR Sales 1,404,645.67 1,554,774.27)
Name: Blake Robhbins Profit -7,062,458.46 -f,290,631.68]
Territory [#labama [commissionable Amt -47,062,458.96 -46,990,631.69
Commission Invoices
Lact90Days ~ 112213 thru 02/20/14 [ Subrnit |
INVOICE CLUST NG CUSTOMER MAME DATE SALE AMOUNT PROFIT AMT COMMISSIONABLE SPH
@ 1804 1 Catl Sanders 1210313 $275.00 $75.00 $175.00 BTR =
[5] 1608 7 Garth Rosens 12/0313 $593.36 $51.64 52086 BTR =
5] 1812 2 Wanfred Morris 1210313 $-900.00 $500.00 $-200.00 BTR i
[5] 1855 1 Carl Sanders 01/23/14 §1.274.25 $728.75 $274.25 BTR
§700.09 §126.13 $287.48

Total Records: B

dipipeline Witonthly 5 @opportunities OcCommission Mi%Sales/State W% Cust/State

Commission Sales Review

The Commission Sales Review lets you see summary info about commissionable sales and see the
commissionable info for individual invoices.
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i Start 2 Accounts [Eorders [@Tasks JIAnalysis
Customer Sales by State
This map shows the percentage of total custormer sales by state.
Ji5i]
State %Sales YTD
AL 100
Al [u]
h [n]
faa 0
i 0 E
FL [u]
GA o
I o
. a7 o
YA o
. W o
y a o
af u]
al u]
as fu]
fs u] [ 4
sd u]
st o >

diPipeline Winonthly 5 @Opportunities DCommissions  dl%Sales/State W% Cust/State

Customer Sales by State

The Sales by State shows the relative contribution of customers in each state to YTD sales.

Tigtan accounts  HOrders [ETasks i Analysis

Customer Count by State

This map shows the percentage of customers located in each state.

(&
State COUNT?%
AL 68
al 1

ch
o
DC
FL

GA
MI

n

v o=
=
R R R s R

diPipeline Winorthly 5 @0ppantunities Doommissions  M%nSales/State W% Cust/State

Customer Location by State

The Location by State shows the relative number of customers in each state.
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Order Entry Operator Options
In the SouthWare order entry operator record (RS-07-11) you define each order entry operator that
will be using the system. OE operator portal-related options that are used in the Remote Sales
portal include:

e  Whether operator can change price

e Whether operator can see cost

o Whether operator can change discount

o  Whether operator can sell from multiple locations

e Default location

e  Whether operator can add a new customer

o Whether operator can access other operator orders

e  Whether operator can enter a quote

e  Whether operator can override default tax code

o Whether operator can override default salesperson code
e Whether operator can enter a reason for a line item return
e Whether operator can enter a partial return

e Default reason code for a return

e  Whether operator can create a customer RA for returns
e  Whether operator can delete an order

e Default non-A/R customer
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Technical Notes
Below is a list of the NetLink request pages specifically for this portal:

Order Entry pages

e MTOEADDON — misc charges for order

e MTOEGETCUST - get customer info for OE

e MTOEHDRAJ — update header info

e MTOEITEMFIND — item lookup

e MTOELINECHG — edit line item

e  MTOELINELIST — line item entry

e  MTOEMAIN — main container for order including header info
e MTOENOTEADD - add note to order

e  MTOEORDLIST — order listing

e MTOEPAYMENT — enter order payment info

e MTOEQTYCHGOPT - options for insufficient quantity — change mode
e MTOEQTYOPT — options for insufficient quantity on add
e MTOERECENT — recent customer purchases

e MTOERELATED - related items for a stock item

e  MTOESHIPPING — order shipping info

e  MTOESIGN — capture order signature

e MTOESIGNVIEW —view captured signature

e MTOESIGNAJ — update note with signature info

e  MTOESTART — summary container for orders

e  MTOETEXT — text entry for order

e  MTOEVFYITEM — verify item number entered

o MTOEVIEW —view summary page

Other Remote Sales pages

o  MTSLSACCTFIND — find account by name
e MTSLSACCTLIST — list accounts
o  MTSLSACCTS — accounts tab hub
o  MTSLSACTIVITY — customer activity listing
e MTSLSADDCONTACT — add new contact
e MTSLSADDPRO — add new prospect
e MTSLSADDTASK — add new task
e  MTSLSAGING - list of customer aging totals
o  MTSLSANALYSIS — analysis tab hub
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o  MTSLSCOMMISSION — commission sales analysis
e MTSLSCONTACTLST — sales contacts list/view

o MTSLSCONTACTVW — contact preview pane

e MTSLSCONTNOTE — add note to contact

e  MTSLSCTRLST - list of contracts for a customer

e MTSLSCTRVW — contract preview pane

e  MTSLSCUSTAR — customer A/R open items

e  MTSLSCUSTNOTE — add note for customer

e  MTSLSCUSTOMER — customer portal and container

e  MTSLSFIND — global find results
e  MTSLSFINDALL — global lookup for order item

e MTSLSGETNOTICE — retrieve current sales reminder text

e MTSLSHOME — page for Start tab

e  MTSLSHUB — main container for Remote Sales
e  MTSLSINVOICES — invoice listing

e  MTSLSINVVIEW —invoice view

e  MTSLSNOTICE — edit sales reminder text

e  MTSLSNOTICEAJ — update sales reminder text
e  MTSLSOPPLST - list of opportunities

e MTSLSOPPNEW — add a new opportunity

e MTSLSOPPNEWP — add opportunity products

e  MTSLSOPPNEWAJ — add opportunity (import)
e  MTSLSOPPTAB — opportunity tab container

e MTSLSOPPUPD — update an opportunity

o MTSLSOPPVIEW —view an opportunity

e  MTSLSORDERS —salesperson order listing

e  MTSLSPARTFIND — list find results for a line item part

e  MTSLSPIPELINE — pipeline analysis

e  MTSLSRELNOTE — add note for a relationship
o  MTSALESMONTH — monthly sales

e MTSLSSOLIST — list of customer service orders
e  MTSLSSOLISTH - service order history

e  MTSLSSOTABS — container for service order tabs
e  MTSLSSOVIEW — view customer service order
e  MTSLSTASKEDIT — change an open task

e  MTSLSTASKNOTE — add note to task

o  MTSLSTSKLST — open task listing

e  MTSLSTSKLSTH — closed/archived task listing
e  MTSLSTWO1VIEW — portal for prospect
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e  MTSLSTWO2VIEW — portal for contact
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