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Section
1

Point of Sale
Do not use Point of Sale to invoice Spicers Paper.  You can only use Order Entry to invoice Spicers Paper.  Refer to order entry section 2 of this manual.
Note:  Do not use Point of Sale to invoice Spicers Paper, use Order Entry
Section

2

Order Entry
To Invoice Spicers Paper, do the following:
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From the main menu, do the following:

1
[Enter]
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From the order entry main menu, do the following:

1
[Enter]
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From the order entry screen, do the following:

Function?:  I
Customer No:  533500
Order Source?:  ZZ
Note:  Do not enter your store number as the order source, the order source is

always ZZ when invoicing or ordering for Spicers Paper
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From the order entry header screen, do the following:

PO No:  Enter Spicers Papers PO Number
Carrier?:  WC
Warehouse?: Verify warehouse number is correct
Note:  You are not allowed to invoices Spicers Paper without a Spicers Paper PO  

Number
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From the order entry enter line screen, do the following:

Item No:  Enter item number or scan product that is being sold/bought 
Qty Ord:  Enter the amount being sold/bought
[Enter]
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From the order entry enter line screen, do the following:

[Enter]
Note:  Do not change pricing for any reason
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From the order entry enter line screen, do the following:

Repeat page 7 and 8 for each item being sold/bought

F-10
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From the end order screen, do the following:

Verify the Invoice printer is correct

F-6

Note:  if you hit enter instead of F-6, do not re-enter the order.  The order will be in ready invoice (Status 3); you will need to manually invoice the original order.  
Note:  Only do an invoice credit to Spicers Paper when they physically bring product back to you.  If you are returning product to them, then follow returning product section 3, page 11
Section

3

Returning Product to Spicers Paper
Do not use Order Entry or Point of Sale to invoice Spicers Paper when retuning product to them.  When returning product to Spicers Paper, do the following:
1. Make sure product is in your inventory (aplus) before going to next step
2. Call Spicers Paper customer service department and get a credit memo number or PO number for the product you are returning to them
3. Fill out return to Spicers Paper / RTV form.  To fill out form, do the following:
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5 RETURN TO SPICERS PAPER / RTV

Store:!

Employee requesting RTV

10| Spicers new PO#
11 |(You must call spicers to get this #)

13 |Original Kelly Paper PO#
14 |(Received into aplus)

16 |Product code:

18| Quartity being retured

20 | Account# of who ordered:

22| Account Name of who ordered:

24 | Reason for return;

30| Note: make sure you show inventory available in aplus before sending this form

32| Email form to Melissa Henry @ melissa henry@kellypaper.com
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Store:  Enter your store number and name
Employee requesting RTV:  Enter your name
Spicers new PO#:  Enter the credit memo or PO# Spicers gave you when you  

                               called them
Original Kelly Paper PO#:  Enter the PO number that was received into aplus 
                                           for the product that you’re returning to Spicers.    

                                           This is the PO number from Spicers to Kelly Paper 
                                           (usually received into K-91, 92 or 93)
Product Code:  Enter the product code for item being returned
Quantity:  Enter quantity being returned
Account # of who ordered:  Enter account number product was ordered for
Account Name of who ordered:  Enter name of business product was ordered 
                                                    for
Reason for return:  Enter reason we are returning this product and not selling 
                               It customer who ordered it
4. Email return to Spicers Paper / RTV form to Melissa Henry at Melissa.henry@kellypaper.com
5. Melissa will email accounting and you a PDF of this form and a copy of the RTV paperwork.  Once you receive the email from Melissa, do the following:

a) Print 2 copies of the PDF

b) Put 1st  copy with the product and send product / RTV to Spicers / Shared Service Warehouse

c) File 2nd copy in audit folder for that day
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