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The Orders module is one of the most important screens. To access it, navigate from Main
Menu > Order Management > Orders.

Using the menu bar commands, you can create new orders and also use the Actions menu to
update multiple orders. aACE tracks extensive information about orders, so the detail view is
organized across three tabs:

e Sales/Production Order Tab — Displays general information about the order, including
customer details and the items ordered.

¢ Management Tab — Displays info about the order's progress, including sub-tabs for
billing and invoicing, procurement and purchase orders, fulfillment and jobs, plus
shipping and shipments.

e Job Costs & Approvals Tab — Displays time and material costs, plus a list of jobs and
current approval statuses.

For each tab, the footer fields remain visible. The three tabs are detailed in the following
sections:

Sales / Production Order Tab

oe Orders a
:

Order: 50009 Covered Bridge High School 11/22/19 oren @

Sales Order Notices Emails B4 Docs @
Bill To =7 #o Ship To 14698 Easton Road [=1] # Activities & C
Customer (Bill To) > Contact > Ship To Company >  Use Bill To [x| Ship To Contact >
Covered Bridge High School . | Phyllis Evans Q
AR Balance >  Credit Available Rate Card > Delivery Type Courier Service
341.04 4,658.96 Tech Discount Q Ship Together FedEx 3 Day Freight
Sales Rep > Customer PO # Billing Terms Disc % Courier Account # Shipping Terms FOB
MH Q Net 10 2% 95146354646 FOB Chicago
dditi Info
Mid-term tech update for CBHS library. " Phyllis has asked for paperwork to also be sent to her trainee, ,*
Order ltemse Build items from Template:
B Type Line Item Code Description Inviry Alts Upgs Quantity BO DS SO Unit Price: Adjustment  Extended Price Total TaxProfile ¥
1 > Printer HP250 HP 250 Printer 28 * 2 273.00 0.00 273.00 546.00 DEF ni
&
Subtotal 546.00 [G
djustment 0.00
sal #  Fulfillment e * 0‘{
e ° L men otal 546.00
Lead > Acct Manager > Referral Company > Ffmt Priority  Start Date End (Delivery)  Job > Q Shipping 000 000 |r0@
50004 o EP A Textbook Emporium Q Normal 11/22/19 1 11/26/19 & o Tax DEF 0.00 | |Exempt
Campaign > Type Route Source Grand Total 546.00
50000 2 Sales Phone Advertisemen Payment Due 546.00 @
o # Dept Al-Dev Assigned By Scot Hanson @, Assigned To Scot Hanson @] Tracking Status Open Order Cancel m

1. Bill To and Ship To Sections
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Selecting a customer on a new order record will auto-populate many of these fields with
defaults from that customer's Company record. Most of the fields can be manually updated.

¢ A/R Balance — Calculated from products that have been shipped, but the invoice is still
outstanding.

¢ Delivery Type — Controls whether individual items on the order will be shipped as soon
as they are ready or whether the shipment will be delayed until all order items are
prepared.

¢ FOB — Abbreviation for “free on board” (sometimes referred to as “freight on board”).
This designation removes ambiguity by indicating when liability and ownership of goods
are transferred from seller to buyer (i.e. whether seller or buyer is responsible for goods
that are damaged during shipping). When a physical location is specified, the
responsibility for the shipment passes from the seller to the buyer at that point.

2. Description and Additional Info Sections

These two text fields allow you to record extended notes about a Pending order. After the
order is in Open status, you can use the Activities & Comments field

(http://aace5 knowledgeowl.com/help/adding-activities-support-or-next-steps) tO record ongoing updates.

3. Order Items Section

Lists the line item codes currently selected for the order. Items that are on backorder, are
drop-shipped, or are specially ordered are all identified here. The prices listed here tie in to
the Totals section as well.

In Edit mode, additional fields are visible:

¢ Build Items from Template — Shows the template name that was used to populate the
Order Items list (if any).

e Type — Categories of LICs used to streamline order entry.

e Invtry /Alts / Upgs — Shows the current quantity of available inventory for the LIC, as
well as the number of alternate products and number of possible upgrades for it.

4. Sales Section

The Lead and Campaign fields are entered by the sales rep who generates the order. The
remaining fields are auto-populated with information from the CRM & Sales module.

5. Fulfillment Section

Summarizes how work on the order will be scheduled. The Ffmt Priority field is a text field to
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communicate priorities to other team members.

6. Totals Section

The various totals are automatically calculated; however, other fields here can be manually
updated:

¢ Adjustment — A manual increase or discount, entered as a dollar amount or a
percentage.

¢ Shipping — To select a shipping option, you can either search by clicking the Magnifying
Glassicon ( @ ), click the Shipping field to select from previously used options, or
manually enter a dollar amount. You can lock-in the current cost by marking the flag to
Prevent Shipping Override (PSO). Also, you can review the factors currently affecting
the shipping cost by clicking the Question Markicon ( @ ).

e Tax — To select a tax option, you can either search by clicking the Magnifying Glass icon (

a. ), click the Tax field to select from previously used options, or manually enter a dollar

amount. You can exclude the order from tax calculations by marking the Exempt flag.

Management Tab

Information about your order is organized across the following five tabs. (Note: Your system
administrator can set preferences to automate or constrain various aspects of billing,
procurement, fulfillment, and shipping.)

‘e0e® Orders a
= Newsp Edii# Deleted Print/® Actions A

Order: 50009 Covered Bridge High School 11/22/2019 oPEN @
M Job Costs & Approvals Notices Emails i Docs @

Overview Billing Procurement Fulfillment Shipping

Quantity Value
Order Item Description A BODS SO Ord Proc Prd Invoiced Shipped Ordered Invoiced Remain

HP 250 Printer x 2 072 0/2 546.00 0.00 546.00 ©

Subtotal 546.00 0.00 546.00
Adjustment 27.30 0.00 27.30
Total 573.30 0.00 573.30
Ship 0.00 0.00 0.00
Tax 41.09 0.00 41.09
Grand Total 614.39 0.00 614.39

Order Balance 614.39
A/R Balance 0.00
3 Payment Due 614.39 @

o # Dept Al-Dev Assigned By Scot Hanson Assigned To Scot Hanson Tracking Status Qpen Order a
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1. Overview — Provides a dashboard of the order, showing current and outstanding
guantities for procurement, production, invoicing, and shipping. In the Totals section,
you can click the Plus icon ( g3 ) to apply a payment or click the Question Mark icon ( @ )
to review the factors affecting the current Payment Due.

2. Billing — Lists the invoices related to the order and highlights the Tracking Status. Also
provides controls to generate new invoices and to set up progress billing
(http://aace5.knowledgeowl.com/help/working-with-progress-billing).

3. Procurement — Lists the items that need to be purchased in order to complete the order,
including back-ordered, drop-shipped, and special-ordered products. Also provides
controls to generate new purchase orders (http://aace5 knowledgeowl.com/help/working-with-purchase-orders).

4. Fulfillment — Lists the jobs and sub-tasks that need to be completed for the order. Also
provides controls to generate new jobs and tasks, to open jobs and tasks, to close them,
and to view them scheduled on the calendar.

5. Shipping — Lists both incoming and outgoing shipments related to the order, as well as
POs for drop shipments (if any). Also provides controls to generate new shipments.

Job Costs & Approvals Tab

Typically used for production orders, this tab organizes the Time Costs and Material Costs. It
provides goto links to each job needed to complete the order. Quantities and costs are
updated as expenses are entered and timesheets are approved. In the Approvals section, you
can identify each job as billable or non-billable and then approve them.
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Orders

Order: 50021 The Haughton School 11/18/2019

Newds Edit# Delete 3

Printfy  Actions '

oreN @

Pr ion Order ’W‘ Notices Emails &d Docs &
/m‘ Material Costs
Job Line Item Code Budgeted Qty  To-Date Qty Non-Bill Bill Rem %  Budgeted Total  To-Date Total Remain A
> 50021.1: HP Printer Pack  L-PD: Package Design 0 1 0 0.00 50.00 -50.00 A ~
> 50021.1: HP Printer Pack  L-PM: Project Management 0 2 0 0.00 140.00 -140.00 A
> 50021.1: HP Printer Pack  L-QA: Quality Assurance 5 4 0 20% 325.00 260.00 65.00 A
> 50021.1: HP Printer Pack  L-SHIP: Packing and Shipping 15 3 0 12 80% 750.00 150.00 600.00
> 50021.1: HP Printer Pack  L-SRV: Onsite Service 0 2 0 0.00 150.00 -150.00
> 50021.1: HP Printer Pack  L-WH: Warehouse Labor 10 4 0 60% 400.00 160.00 240.00 A
30 16 0 14 47% 1,475.00 910.00 565.00
Approvals Sorted by Date
Job Line Item Code Date ™ Notes Qty Unit Cost Total Cost Bill | App o
~ BUULLL P FIIE ALK DUPEZ W Liyrwy an v v v.ru A~ .
> 50021.1: HP Printer Pack ~ HP200T 11/19/19 SH 70 20.00 1,400.00 X
> 50021.1: HP Printer Pack ~ HP250 11/19/19 SH 45 92.00 4,140.00 X!
> 50021.1: HP Printer Pack  HP290 11/19/19 SH 20 100.00 2,000.00 X
> 50021.1: HP Printer Pack ~ BOM-ZT-W 11/18/19 SH 5 0.01 0.05 X
> 50021.1: HP Printer Pack  HP200T 11/18/19 SH S 20.00 100.00 X
> 50021.1: HP Printer Pack  HP250 11/18/19 SH 5 92.00 460.00 X
> 50021.1: HP Printer Pack ~ HP290 11/18/19 SH 5 100.00 500.00 X
o A Dept AI-FFMT Assigned By Scot Hanson Assigned To Scot Hanson Tracking Status Open Order Q

Configuring Orders

System preferences control which order type is used for new orders and whether you can
select between order types. Your system administrator can configure your system to control
order types, layouts, and many other options. Many settings are located at Main Menu >
System Admin > Preferences > Order Entry. You can also configure orders from the User
Groups module. User Groups preferences take precedence over other settings (see below for
details).
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‘ene System Preferences

Company Preferences a Sales Orders

My aACE APending Order is a(an)  Default Order Rec Type  Sales Order Layout Production Order Layout  Default Delivery Type Deliv Length
Order Management Estimate Sales Custom Default Ship Together 2 | Business days
Order Entry Free Shipping Type Free Shipping Allocate Shipping Cost By
. Value (Dollars) 1,000.00 Quantity
Billing
Procurement x| Allow multiple order record types. Select this if users will need the ability to select “Sales", "Production”, or custom order types when creating new orders.
Fulfillment X| Prompt to open order on save. Select this i orders are typically opened immediately after entry.

i Open / Closed (0/C) by default. Select this to have pending and voided orders hidden from search results by default.
Shipping x| Enable back order management.
Prevent shipping override (PS0) by default. Select this if you typically charge fixed amounts for shipping.
Send order manager a notification when payment is received.
Segregate line item codes by office. Select this to yield an office-specific list of line item codes during order entry.

System Preferences
Automation Schedules
Calendar

Management Validations

RS TR Tnvoice amount must match order.

Document Management Shipment quantity must match order.
. Order balance must be zero.
Menu Options Do not ship more than ordered.

Shipping Setup

Units of Measure Leads
Value Lists Always generate a project when a lead is won.
Validations

‘Campaign is required.
Type is required.

X Route is required

X Source is required.

Commit Updates

1. Sales Orders Dropdown Lists

The options available here dictate what happens when new orders are generated.

¢ Pending Order Label — Specifies how unopened orders are referred to in the Order
footer fields. Common options are provided, but if your organization uses something
different, you can edit the list.

e Default Order Record Type — Specifies whether new orders should be Sales or
Production. (Note: The Sales Orders Flag to 'Allow multiple order record types' allows
users to select what type of order is created.)

¢ Sales Order Layout — Specifies the template used to organize the sections and fields
displayed for Sales orders. (See below for details.)

¢ Production Order Layout — Specifies the template used to organize the sections and
fields displayed for Production orders. (See below for details.)

o Default Delivery Type — Specifies how items on new orders should be organized for
shipment. The Delivery Type can be modified manually.

¢ Delivery Length — Specifies the number of business days automatically added to the
fulfillment Start Date and entered for the order's fulfillment End (Delivery) date. The
End (Delivery) date can be modified manually.

¢ Free Shipping Type — Specifies what criteria is used for offering free shipping on an
order.

¢ Free Shipping Amount — Specifies the quantity of the selected criteria that is required
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for free shipping.
¢ Allocate Shipping Cost By — Specifies the criteria for dividing the total shipping cost

(http://aace5.knowledgeowl.com/help/understanding-order-shipping#ShippingCostAllocation) ACFOSS invoices when

multiple orders are sent to a single customer at a single location.

Configuring Your Order Interface

The Order Entry preferences allow you to specify the columns of the Order Items section
that are best suited for your organization. From Main Menu > System Admin > Preferences >
Order Entry, the system administrator can specify these options:

Sales Order Layouts

e Custom — The default layout, used as the basis for customization.

Order Items Build items from Template:
a Type Line Item Code Description Inviry Alts  Upgs Quantity BO DS SO Unit Price Adjustment Extended Price Total Tax Profile 3¢
1 > Technology Tech-001a . Electronic Whiteboard 1 »* 1 4,410.00 -10.00% 3,969.00 3,969.00 DEF "
2 > Technology Tech-001c <. Electronic Whiteboard Pens / Eraser »* 3 X 4.99 -5.00% 4.74 14.22 DEF »
3 > Technology Tech-001b <. Whiteboard Stand o+ 1 X 547.00 -15.00% 464.95 464.95 DEF A
4 > Technology Tbit-1 < Student tablet 67 1 1 # 25 396.02 -7.00% 368.30 9,207.50 DEF b

o
Q

e Price-based — Streamlined layout to focus on pricing.

Order Items Build items from Template:
a Line Item Code Description Inviry Alts Upgs Cases Quantity BO DS SO Unit Price Unit Adj Total %
1 > Tech-001a . Electronic Whiteboard 1 »* 0.2 1 4,410.00 -10.00% 3,969.00 A ~
2 > Tech-001c < Electronic Whiteboard Pens / Eraser * 3 X 4.99 -5.00% 1422 &
3 > Tech-001b <. Whiteboard Stand +* 1 X 547.00 -15.00% 464.95 A
4 > Tbit-1 © Student tablet 67 1 1 # 25 396.02 -7.00% 9,207.50 A

Q

e Margin-based — The MU% (Mark Up Percentage) and Margin columns added to
highlight profit margins.

Order Items Build items from Template:
a Line Item Code Description Inviry Alts Upgs Quantity BO DS SO Vendor Unit Cost MU% Unit Price Total Margin 3%
1 > Tech-001a . Electronic 1 * 1 > | LearnWright Inc. 4,000.00 10.25% 4,410.00 3,969.00 -1% A
2 > Tech-001c . Electronic b 4 3 x| > LeamWright Inc. @ 89.00 -94.39% 4.99 14.22 -1,778% A
3 > Tech-001b ©. Whiteboard * 1 x| > LearmWright Inc. @ 500.00 9.4% 547.00 464.95 -8% A
4 > Thit-1 @ Student tablet 67 1 1 |# 25 > | LearnWright Inc. 275.00 44.01% 396.02 9,207.50 25% A

¢ Commodity — The List Price column highlights prices used on the previous sales order to
the current customer. This is useful for items with costs that change frequently.

Order Items Build items from Template:
@ Line Item Code Description Invtry Alts  Upgs Quantity BO DS SO Last Price Unit Price Total Margin 3
1 > Tech-001a . Electronic Whiteboard 1 b g 1 4,410.00 4,410.00 3,969.00 1% A ©
2 > Tech-001c . Electronic Whiteboard Pens [ Eraser b 3 X 4.99 14.22 -1,778% A
3 > Tech-001b @ Whiteboard Stand bg 1 X 547.00 464.95 -8% A
4 > Tbit-1 @ Student tablet 67 1 1+ 25 396.02 9,207.50 25% A

¢ International — Displays currency conversions for Unit Price and Total. The conversion
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is calculated based on the Currency and Ex(change) Rate fields. Those fields draw info
from your settings at Menu > Accounting > Preferences > Currency Conversion, but
they can be edited manually on each order. For example, this screenshot shows a
currency conversion rate of 1.41.

Order Items Build items from Template:
B Type Line Item Code Description Quantity BO DS SO Unit Cost Unit Price § Unit Price Total $Total Margin 3%
1 > Technolog Tech-001a <, Electronic Whiteboard * 1 4,000.00 4,410.00  6,218.10 3,969.00 5,596.29 -1% A~
2 > Technolog Tech-001c <. Electronic Whiteboard Pens # 3 X 89.00 95.00 133.95 270.75 395.15 1% A
3 > Technolog Tech-001b <. Whiteboard Stand * 1 X 500.00 547.00 771.27 464.95 655.58 -8% A
4 > Technolog Tblt-1 . Student tablet »* 25 275.00 396.02 558.3882 9,207.50 13,920.62 25% A

Q

Production Order Layouts

e Custom
Order Items Build items from Template:
a Type Line Item Code Description Inviry Alts Upgs Quantity BO DS SO Unit Price Adjustment Extended Price Total Tax Profile 3¢
1 > Job JOB-VP Video Production * 1 2,000.00 0.00 2,000.00 2,000.00 NY2019 A ©
2 > Technology Tbit-B-ST Student Tablet Bundle * 1 12,139.29 0.00 12,139.29 12,139.29 NY2019

=
Q

e Default

Order Items Build items from Template:
a Line Item Code Description Alts  Upgs Opts Quantity Unit Cost Sub Cost Unit Price Total Margin 3¢
1 > JOB-VP Video Production + 4 1 0.00 0.00 2,000.00 2,300.00 100% A °
2 > Tbit-B-ST Student Tablet Bundle + # 1 8,497.50 0.00 12,139.29 12,746.25 33% A
e Service
Order Items Build items from Template:
a Line Item Code Description Quantity Unit Cost MU% Unit Price Total Margin 3
1 > JOB-VP Video Production + 1 0.00 2,000.00 2,300.00 100% =" °
2 > Tblt-B-ST Student Tablet Bundle + 1 8,250.00 47.14%  12,139.29 12,746.25 33% A

Q

e International

Order Items Build items from Template:
ﬂ Type Line Item Code Description Quantity BO DS S0 Unit Cost Unit Price $ Unit Price Total $ Total Margin 3%
1 > Job JOB-VP Video Production * 1 0.00 2,000.00 2,820.00 2,300.00 3,243.00 100% A ©
2 > Technology Tbit-B-ST Student Tablet Bundle * 1 8,250.00  12,139.29 17,116.398 12,746.25 17,972.21  33% A

Q

2.Sales Orders Flags

Mark these flags to configure the described feature, customizing aACE functions to best suit
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your company policies.

3. Leads Flags

Mark these flags to configure the described feature, customizing aACE functions to best suit
your company policies.

Additional Configurations with User Groups

Each user group can be assigned several settings to control order layouts. Settings in the
User Group module take precedence over the corresponding settings in the System
Preferences module.

e Group Bias

Order Rec Type — Assigns the default type for new orders.
Order Type

Sales Layout — Assigns the layout for Sales orders.

Production Layout — Assigns the layout for Production orders.
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