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Kelly Paper Order Entry
Order Entry Life Cycle Diagram

Updated 8/15/2016
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Status 1 RDY Pckslp-Demand is registered at the Warehouse.
Status 9 Held Order(s) waiting for release.

Status 2 PS Printed-Demand is applied to a specific bin location.
Status 3 RDY Invoic-Product is moved from bin to the shipping dock.
Status 4 Inv Printd-Inventory is relieved and the customer is charged.




Company 1 and Company 99

Company 1 Kelly Paper Company 99 Warehouse Transfer Company

Money is owed Money/Inventory is transferred.

!

Vendor Orders Store APO’s

Deliveries

Must Haves/Store to
Store Transfers

Drop ships

AER
VAV

Register Sales

O

Company 1 (Kelly Paper) is sale orders for customer where money is owed.
Vendor orders, Deliveries, Drop Ships, and Register Sales all are examples of
Company 1 orders.

Company 99 (Warehouse Transfer Company) is transfer orders of product to be
moved between locations, monies transferred. Store APO’s and Store Must
Haves are examples of Company 99 orders.

Page 4



KELLY |PAPER’

My Kelly Order Notification

My Kelly Orders will go on a EH hold as soon as the customer checks out.

Email

You will receive an email notification when a My Kelly order is placed for your
location as the warehouse selected by the My Kelly customer. This email will
have the order number and all pertaining information included. To look up by the
order number, do the following:

From: MyKelly. Anaheim@KellyPaper.com [mailto:MyKelly.Anaheim@KellyPaper.com]
Sent: Wednesday, February 11, 2015 3:05 PM

Subject: **A My Kelly Order has been placed and is on Hold** FO15K-00

Order Number FO15K has successfully been received
from_customer SIR SPEEDY PRINTING #0112 by

Patrick Korthuis . Please review.

Order is on EH Hold.

The default Carrier for this customer is FLEET but the Customer requested to Pick Up, Please change and release order.

ltem 55841E in line 2 has a comment in the body of the order: 36904

Not enough inventory foritem 55725D in warehouse 05

ltem 98801Bin line 5 has a comment in the body of the order: 36904

ltem 55282C in line 7 has a comment in the body of the order: 36900

ltem 30110C in line 9 has a comment in the body of the order: 36889

ltem 55770Bin line 11 has a comment in the body of the order: 36899
@ (Ctrl) ~

v

This note on the MY Kelly email indicates that the order is for pick up. If this note
is not present the default order type is delivery.




My Kelly Delivery Orders

After reviewing the My Kelly email notification; follow this topic carefully to process a My
Kelly delivery order.

on A - [24 x 80]

File Edit View Communication Actions Window Help
B 2% BE = s 2 e el

COMMAND Infor Distribution A+ - Main Menu
Menu: APLUS

Order Entry 16. Radio Frequency

Inventory Accounting 17. Point of Sale

Accounts Receivable 18. Value Added Services
Sales Analysis 19. ebusiness & Communication
Bill Of Material 20, Bid & Quote

Purchasing 22. Workflow Management

Price Maintenance 23, Consignment

Inventory Mgmt & Planning 26. Electronic Payments
General Ledger 27. Rebates

. Accounts Payable 28. Demand Planning

Warehouse Management 29, Extension Solution
International Currency 30. Advanced Inventory Management

W~ LWwh

File Maintenance Menu
Cross Application - Master Menu
Master Menus 99. Kelly Paper Hain Henu
(c) 1992-2012 Infor
Ready for option number or command

22/00
0.24

1259PM | |

M s

Step Action

1. To locate your order, start at the A+ Main menu.

Type "1".
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File Edit View Communication Actions Window Help
B BB & | %% 2t 3| @le

COMMAND

Infor Distribution A+ - Main Menu

Menu: APLUS

Order Entry

Inventory Accounting
Accounts Receivable
Sales Analysis

Bill O0f Material
Purchasing

Price Maintenance
Inventory Mgmt & Planning
General Ledger
Accounts Payable
Warehouse Management
International Currency

0 ~1OOU L WK -

File Maintenance Menu
Cross Application - Master Menu

Master Menus 99.

Ready for option number or command

Radio Frequency

Point of Sale

VYalue Added Services
ebusiness & Communication
Bid & Quote

Workflow Management
Consignment

Electronic Payments
Rebates

Demand Planning

Extension Solution
Advanced Inventory Management

Kelly Paper Main Menu
(c) 1992-2012 Infor

22/008

2/23/2015

Step

Action

Press ENTER.

B0 Session A - [24x30]

File Edit View Communication Actions Window Help

D] 2% BE w6 % &2 & el

COMMAND

Order Entry - Main Menu

Menu: OEMAIN

Enter, Change & Ship Orders
Release Held Orders, Quotes,
Backorders & Futures

Delete Open Orders

Release "New Customer"” Orders
Release Blanket Orders

O0ff Line Order Entry

Ship Confirm Multiple Orders

INQUIRE: Customers

Items

Open Orders

Customer Order/Shipment
Open Orders by Item
Shipped Orders by Item
Order Snapshot

Carrier Order Inquiry

Order Inquiry by P/0 or Order

Ready for option number or command

2/23/2015

PRINT: RGA Slips
Acknouwledgements
Pick Lists
Invoices

Reports

File Maintenance

Inquiry

1892-2012 Infor

22/007

136, 24

1259 PM

Step

Action

From the Order Entry Main Menu:

Type "18"




File Edit View Communication Actions Window Help
B 2 BE w6 %% & & &l

COMMAND Order Entry - Main Menu
Menu: OEMAIN

Enter, Change & Ship Orders
Release Held Orders, Quotes,
Backorders & Futures
Delete Open Orders
Release "New Customer” Orders
Release Blanket Orders
Off Line Order Entry
. Ship Confirm Multiple Orders
INQUIRE: . Customers PRINT: . RGA Slips
Items . Acknowledgements
Open Orders . Pick Lists
Customer Order/Shipment . Invoices
Open Orders by Item . Reports
Shipped Orders by Item . File Maintenance
Order Snapshot . Inquiry
Carrier Order Inquiry
Order Inquiry by P/0 or Order 18982-2012 Infor
Ready for option number or command
===> 18

22/009

1250PM | |
2232015

Step Action

4, Press ENTER.

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

ORDER INQUIRY BY ORDER OR PO NUMBER

Company No?
Order No:
- or -

PO Number:

EE=Exit

09/040
rte

Step Action

5. Key in the order number from the email you received from My Kelly:

Type "e03md".
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sion A - [24x 80]

File Edit View Communication Actions Window Help
B BB &% | | 2B 5| @
ORDER INQUIRY BY ORDER OR PO NUMBER

Company No? ol

Order No: EO3MD /

- or -

PO Number:

EE=Exit

MA El 09/048
! 1802 - Session successfully started - PURCHPRT on 10.136.100.24

ENECE - - o i 220
T s

Step Action

6. Press ENTER.

sion A - [24x 80]

File Edit View Communication Actions Window Help
= B 2% % & 2 @le

Order No: EO3SMD / O

Ord Ent. Ship-To
Order No WH Typ Status Date Customer P/0 Number Customer Name
1 EO3MD/00 07 B/0 Held-EH 2/08/15 Claudia Estrada DICK CLARK PRODU

Last

Selection: | | rder Delete
i Mark/Unmark =Return

El 23/013
1902 - Session successfully started PURCHPRT on 10.136.100.24

M
2/23/2015

Step Action

7. Key in the selection matching your order number inquiry:  Type "1".




|ZH Session A - [24x 80]
File Edit View Communication Actions Window Help

B B3 2% BB = %% 2o 8 @l
Order No: EG3MD / O

Ord Ent. Ship-To
Order No WH Typ Status Date Customer P/0 Number Customer Name
1 EO3MD/00 07 B/0 Held-EH 2/08/15 Claudia Estrada DICK CLARK PRODU

Last

Selection: | 1 [g=Invoice No. Order Delete
RE=Exit =Mark/Unmark =Return

23/013
PURCHPRT on 10.136.100.24

Step Action

8. To process the order: Press F5.

B0 Session A - [24x80]
File Edit View Communication Actions Window Help

B 2% 26 @) % 2 o el

ORDER ENTRY

Function? l

Order No/Seq: EQ3MD /

Customer No
St/Prov:
Ship-To No:

Order Source?

Master Order: (New orders only)

=End [¥:=Ship-To Search [@#¥!1=0rder/Ship Ing =Cust Ing =Item Ing
[{5=Get Next Order

04/019
PURCHPRT on 10.136.100.34
00PM | |
22312015

Step Action

9. Key in a "C" in the function field to edit the order. Type "c".
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sion A - [24x 80]

File Edit View Communication Actions Window Help
B BB & | %% 2t 3| @le
ORDER ENTRY

Function?

Order No/Seq:

Customer No:

Ship-To No:

Order Source?

Master Order:

=End [¥:=Ship-To Search [@#¥!1=0rder/Ship Ing =Cust Ing =Item Ing
[{5=Get Next Order

MA El 07/019
! 1802 - Session successfully started - PURCHPRT on 10.136.100.24

ENEECE - - o e O
T s

Step Action

10. Press ENTER.

sion A - [24x 80]

File Edit View Communication Actions Window Help
= B 2% % & 2 @le

Sold To: 1/0000803144 DICK CLARK PRODUCTIONS =~ CHANGE BACKORD
Addril: 2900 OLYMPIC BLVD Phone: EQ3MD/00
Addr2: R (310) 255-4600

Addr3:

Addr4:

City: St/Prov?

Country? US 2ip/Pstl:

Ship To:

Addri:

Addr2:

Addr3:

Addr4:

City: St/Prov?
Country? . 2ip/Pstl:
PO No: Claudia Estrada

FOB CD?

Entry Dt: 20815
Open Time: : Drp Shp:
Note: Warehouse? 07 Kelly Paper San
Terms? 1 NET 10 Pmt Cd? 3
S Rep? 10020 Southern California

More: N
=Item5 =Ship-To =More —Inqs [@=Cus —Cm ts =End [@%-Dup Dt

El 16/056
1902 - Session successfully started PURCHPRT on 10.136.100.24

Step Action

11. Press TAB.




Qﬂ Session A - [24 x 80]

File Edit View Communication Actions Window Help

BR 2% B @ s & & el

Sold To: 1/0000803144 DICK CLARK PRODUCTIONS CHANGE BRCKORD
Addri: : EO3MD/00
Addr2:

Addr3:

Addr4:

City: St/Prov?

Country? US Z2ip/Pstl:

Ship To:

Addrl:

Addr2:

Addr3:

Addr4:

City: St/Prov?

Country? Z2ip/Pstl:

PO No: Claudia Estrada

FOB CD? ‘

Carrier? FLEET Company Trucks Entry Dt: 20815

Open Time: 100 Close Time: : Drp Shp:

Note: Warehouse? 07 Kelly Paper San
Terms? 1 NET 10 Pmt Cd? 3

S'Rep? 10020 Southern California

More: N

@B-1tens [@=Ship-To [f@=More  [§&=Inqs [fj=Cus [=Cnnts [GY=End EE-Dup Dt

MA a 17/011

@ B02 - Session successfully started PURCHPRT on 10.136.100.24

caiilbEtati= TN i N LY. 1013100 S
3 & @ )
E X | ' 2B/

Step Action

12. From the Header Screen, enter the following:

Contact: Enter any driver’s instructions

Carrier? Key in the correct carrier code for this order
Open Time: Enter time customer opens (military time)
Close Time: Enter time customer closes (military time)
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A - [24x 80]

File Edit View Communication Actions Window Help

D] 2| BE)] w6 5% &b & 8l

Sold To: 1/0000803144 DICK CLARK PRODUCTIONS CHANGE BACKORD
Addrl: . : EO3MD/00
Addr2:

Addr3:

Addrd: R

City: St/Prov?

Country? US Zip/Pstl:

Ship To:

Addri:

Addr2:

Addr3:

Addrd: R

City: St/Prov?
Country? 2ip/Pstl:

Entry Dt:
Open Time: | ime: fclc) Drp Shp:
Note: Warehouse? 07 Kelly Paper San
Terms? 1 NET 10 Pmt Cd? 3
S Rep? 10020 Southern California
More: N
FB=1tens [F=Ship-To [E=More [EE=1nags Fg=Cus E-Cnnts [FMP=End @E-Dup Dt

17/011
rte

. L0PM ||
a5

Step Action

13. Hit the Tab key until you reach the Open Time field. Press TAB.

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

Sold To: CHANGE BRACKORD
Addri: . : EO3MD/00
Addr2:

Addr3:

Addr4: R

City: St/Prov?

Country? US Z2ip/Pstl:

Ship To:

Addri:

Addr2:

Addr3:

Addr4: R

City: St/Prov?
Country? - Z2ip/Pstl:
PO No: laudia Estrada

FOB CD?

Entry Dt: 20815
Open Time: [| 100, Drp Shp:
Note: Warehouse? 07 Kelly Paper San
Terms? 1  NET 10 Pmt Cd? 3
S'Rep? 10020 Southern California

More: N
=Item5 =Ship—To =More =Inq5 [@i=Cus [g¢=Cmnts [@M¥=End =Dup Dt

Step Action

14. Key in the opening time in military format. Type "08".




File Edit View Communication Actions Window Help

D] 2| BE)] w6 5% &b & 8l

Sold To: 1/0000803144 DICK CLARK PRODUCTIONS CHANGE BACKORD
Addri: 2! - : EO3MD/00
Addr2: ) ) CExtn:
Addr3:

Addrd: ) =

City: : .. St/Prov?

Country? US Zip/Pstl:

Ship To:

Addri:

Addr2:

Addr3:

Addrd: ) =

City: ) .. St/Prov?

Country? 2ip/Pstl:
: N

Carrier? FLEET Company Trucks Entry Dt:
Open Time: 08:00 Close Time: :00 Drp Shp: N
Note: ) Warehouse? 07 Kelly Paper San
Terms? 1 | Pmt Cd? 3
020 Southern California
More: N
FB=1tens [F=Ship-To [E=More [EE=1nags Fg=Cus E-Cnnts [FMP=End @E-Dup Dt

100PM ||
2232015

Step Action

15. Press TAB.

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

Sold To: 1/0000803144 DICK CLARK PRODUCTIONS CHANGE BRACKORD
Addri: 2 - : EO3MD/00
Addr2: . ) CExtn:
Addr3:

Addr4: . .

City: : - St/Prov?

Country? US Z2ip/Pstl:

Ship To:

Addril:

Addr2:

Addr3:

Addr4: . .

City: . - St/Prov?

Country? 2ip/Pstl: | )

PO No: | udia Estrada : N

FOB CD?

Carrier? FLEET Company Trucks Entry Dt: .

Open Time: 08:00 Close Time: :00 Drp Shp: N

Note: . Warehouse? 07 Kelly Paper San
Terms? 1, Pmt Cd? 3

020 Southern California
More: N

=Item5 =Ship—To =More =Inq5 [@i=Cus [g¢=Cmnts [@M¥=End =Dup Dt

Step Action

16. Key in the closing time in military format. Type "15".
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File Edit View Communication Actions Window Help

D] 2| BE)] w6 5% &b & 8l

Sold To: 1/0000803144 DICK CLARK PRODUCTIONS CHANGE BACKORD
Addrl: . : EO3MD/00
Addr2:

Addr3:

Addrd: R

City: St/Prov?

Country? US Z2ip/Pstl

Ship To:

Addrl:

Addr2:

Addr3:

Addrd: R

City: St/Prov?

Country? | Zip/Pstl:

PO No: Claudia Estrada

FOB CD?

Carrier? FLEET Company Trucks Entry Dt

Open Time: 08:00 Close Time: 15g00 Drp Shp:

Note: Warehouse? 07 Kelly Paper San

Terms? 1 NET 10 Pmt Cd? 3

S Rep? 10020 Southern California

More: N

FB=1tens [F=Ship-To [E=More [EE=1nags Fg=Cus E-Cnnts [FMP=End @E-Dup Dt

034

. L0PM ||
a5

Step Action

17. Press ENTER.

File Edit View Communication Actions Window Help

D] 2% BE w6 % &2 & el

CHANGE BACKORD
Invoice Dt: Bill To: 803144 (310) 255-4648
Cash Dsc Dt: .
Future Dt: T 2900 OLYMPIC BLVD
Cancel Dt:
Invoice No:

SANTA MONICAR
cA
Price List: 1 Contact
Pr Dsc Pct: . Consolidated Bill Code?
Price Disc Code: = (001-999) Tr Dsc Pct

Contract Cde? 0001 Int Vnd No:

Pro No: BOL No:
Ship Date: Compl Ship: |
Order Source? . Order Pty: 3 (1 - 7) Upd Demand:
Contract:
Tax Exempt Cert #: Tax Exempt Cert # Exp
S'Rep? Com % Territory?
10020 Southern California . Route/Stp:
Rober Soto Tax Body?
Santa Monica

Step Action

18. An order source is required to process all My Kelly delivery orders. Click the
"Order Source" field.




File Edit View Communication Actions Window Help

B G| F%| | (%) 28| & &lO|

CHANGE BACKORD
Invoice Dt: Bill To: 803144 (310) 255-4648
Cash Dsc Dt: | DICK CLARK PRODUCTIONS
Future Dt: R 2900 OLYMPIC BLYD
Cancel Dt:
Invoice No:
Dep Amt:

SANTA MONICA
CA
Price List: 1 Contact
Pr Dsc Pct: .00 Consolidated Bill Code?
Price Disc Code: (001-999) Tr Dsc Pct

Contract Cde? 00 Int Vnd No:
Pro No: BOL No:
Ship Date: Compl Ship:
Order Source? Order Pty: 3 (1 -7) Upd Demand: ¥ (Y,N)
Contract:
Tax Exempt Cert #: Tax Exempt Cert # Exp Date:
S Rep? Com % Territory? 20
10020 Southern California . Route/Stp:
Rober Soto Tax Body?
Santa Monica

Step Action

19. Key in your two digit Order Source code. Type "07".

File Edit View Communication Actions Window Help

D] 2% BE w6 % &2 & el

CHANGE BACKORD
Invoice Dt: Bill To: 803144 (310) 255-4648
Cash Dsc Dt: . ..
Future Dt: 2900 OLYMPIC BLVD
Cancel Dt:
Invoice No:

SANTA MONICR
CA
Price List: 1 Contact
Pr Dsc Pct: .80 Consolidated Bill Code?
Price Disc Code: = (001-999) Tr Dsc Pct
Contract Cde? 0001 Int Vnd No:
Pro No: BOL No:
Ship Date: . Compl Ship:
Order Source? 07 Order Pty: 3 (1 - 7) Upd Demand:
Contract:
Tax Exempt Cert #: Tax Exempt Cert # Exp
S'Rep? Com % Territory?
0020 Southern California Route/Stp:
Rober Soto
Santa Monica

1;
2/23/2015

Step Action

20. Press ENTER.
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A - [24x 80]
File Edit View Communication Actions Window Help

D] 2| BE)] w6 5% &b & 8l

CHANGE BACKORD
Invoice Dt: Bill To: 803144 (310) 255-4648
Cash Dsc Dt: | DICK CLARK PRODUCTIONS
Future Dt: R 2900 OLYMPIC BLYD
Cancel Dt:
Invoice No:
Dep Amt:
SANTA MONICA
CA
Price List: 1 Contact
Pr Dsc Pct: . Consolidated Bill Code?
Price Disc Code: . (001-999) Tr Dsc Pct
Contract Cde? DO Int Vnd No:
Pro No: BOL No:
Ship Date: Compl Ship:
Order Source? 07 Order Pty: 3 (1 -7) Upd Demand: ¥ (Y,N)
Santa Monica Contract

Tax Exempt Cert #: Tax Exempt Cert # Exp Date:
S 'Rep? Com % Territory?
10020 Southern California . Route/Stp:

Rober Soto Tax Body?

Santa Monica 8.500 Santa Monica

E=ContrLst FH-Ccust Inqg @B-1ten Ing @#=First Header

2/23/2015

Step Action

21. Press ENTER.

[B0 Session A - [24x80])

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

Ord: EO3MD/0O 01/0000803144 DICK CLARK PRODUCTIONS CHANGE BACKORD

Item & Description Qty Shp U/M Final Price Total Amt/lLine
1 55872D .00 PKG 14.34000 .00

8.5x11-80# Accent Opaque Digital White Cover 28.77M 1

Base Price Dsc 1
Insert Before

Find:
Item No:

s [g=0ty Ord [gM¥=End Ord %/ -20 to Chg
[B=Cmpt F1 i [@¥=Speed Entry

13/075

Step Action

22. Review each order line: Press SHIFT+F1.




Qﬂ Seszion A - [24 x 80]
File Edit View Communication Actions Windew Help

8 B A% BE E %N o § el

Ord: EO3MD/00 0170000803144 DICK CLARK PRODUCTIONS CHANGE BACKORD

Item & Description Qty Shp U/M Final Price Total Amt/Line
1 55872D .000 PKG 14,34000 .00

8.5x11-80# Accent Opaque Digital White Cover 28.77M 1

Ltem No 62.000- Avail Ord Shp
55872D | 2,000
Base Price Dsc 1 Dsc 2 0 Final Price PKG M% 64,37
14.34000 .00 D .00 14.34000

Cost: 5.11000
Reason?
RgS: .
Drp Sh:

N
@h-EIC
=Loc =Kg =Sh

14/031

o' 1902 - Session successfully started PURCHPRT on 10.136.100.24

o L e
K H i | D ! A s

Step Action

23. From the Line Detail Screen: Press F2.
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Elﬂ Session A - [24 x 30]
File Edit View Communication Actions Window Help

B B 2% @ = s & 8 &le

Ord: EO3MD/00 01/0000803144 DICK CLARK PRODUCTIONS CHANGE BACKORD

Item & Description Qty Shp U/M Final Price Total Amt/Line
1 55872D .000 PKG 14. 34000 .00

8.5x11-80# Accent Opaque Digital White Cover 28.77M 1

Last

Alt WH For: 07 55872D 8.5x11-80# Accent Opaque Digita : 2.000 PKG

WH WH Name Avail Alloc

91 Kelly Paper Warehouse Industry 679.000 63.000
02 Kelly Paper Los Angeles 29.000

03 Kelly Paper Signal Hill 16.000

04 Kelly Paper North Hollywood 8.000

05 Kelly Paper Anaheim 4.000

06 Kelly Paper El1 Monte 186.000
More. ..
AR | =0tg On Hand EShow Avl Qty  [§#=Return
F

F=Min/Max =Spec Ord

23/007
PURCHPRT

ENTESNCR - | o
2/23/2015

=

Step Action

24, From the Alternate Warehouse Screen:

Enter the number next to the warehouse that this delivery is being shipped
from. Type"1".




File Edit View Communication Actions Window Help
B 2 BE w6 %% & & &l

Ord: EO3MD/00 01/0000803144 DICK CLARK PRODUCTIONS CHANGE BRCKORD

Item & Description Qty Shp U/M Final Price Total Amt/Line
1 55872D .000 PKG 14.34000 .00
8.5x11-80H Accent Opaque Digital White Cover 28.77M 1

Alt WH For: 07 55872D 8.5x11-80# Accent Opaque Digita

WH Name Avail

Kelly Paper Warehouse Industry 679.000
Kelly Paper Los Angeles 29.000
Kelly Paper Signal Hill 16.000
Kelly Paper North Hollywood 8.000
Kelly Paper Anaheim 4.000

Kelly Paper E1 Monte 186.000
More. ..

I§.=0ty On Hand =Show Avl Qty [@¥i=Return
[@S=Min/Max =Spec Ord

23/007

w1iem ||
2232015

Step Action

25. Press ENTER.

2] Session A - [24 x 80] -
File Edit View Communication Actions Window Help

D] 2% BE w6 % &2 & el

Ord: EO3MD/0O 01/0000803144 DICK CLARK PRODUCTIONS CHANGE BACKORD

Item & Description Qty Shp U/M Final Price Total Amt/lLine
1 55872D .00 PKG 14.34000 .00
8.5x11-80# Accent Opaque Digital White Cover 28.77M 1

ltem 679.000 Avail Ord Shp WH? [0/U
55872D 2.000 .000
Base Price Dsc 1 Dsc 2 0 Final Price PKG M% 64.37
14.34000 .60 D .00 14.34000

Cost: 5.11000
Reason?
RgS: |

E=uHs E=Loc [{E=ky [E-=sh FH-Ret

Step Action

26. Notice the warehouse selection for the line you just edited. Press ENTER.
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] Session A - [24 x 80] v

File Edit View Communication Actions Window Help
B 2 EE e s 2 e el

Ord: EO3MD/0O 01/0000803144 DICK CLARK PRODUCTIONS CHANGE BACKORD

= A =

Item & Description Qty Shp U/M Final Price Total Amt/Line
1 55872D .000 PKG 14.34000 .00

8.5x11-80# Accent Opaque Digital White Cover 28.77M 1

Base Price Dsc 1

Insert Before:
Find:
Item No:

@¥-=0rder Head @E-Cmnts =th Ord =End ord [§E-20 to Chg
F9 Fi1

=Chr‘gs JFe=Ky =Cmpt =Hist [@E=Speed Entry
14/001

ession successfully started PURCHPRT on10.136.100.24

R | EN - o ¥ 3T

Step Action

27. Repeat the warehouse selection steps for each line on the order.

Press F10.




Qﬂ Session A - [24 x 80]

T

Order:

Msgs:
Items:
Sp Chg:

Subtot: 1

Sales Tax:

TOTAL:
Weight:

File Edit View Communication Actions Window Help
B3 2% %% & 3 el

DICK CLARK PRODUCTIONS

EO3MD/00

Shipped
.00
.00

.00
.00

.00

.0000

Ordered

28.68
.00
.00
28.68
2.72
.00
31.40

14,3860

Current:
Over 30
Over 60
Over 90
Over 120
Orders:
Cash:
Total:
Limit:

e

CHANGE BRCKORD

.00
.00
.00
.00
210.00-
1272.34
.00
1062.34
3000

.000
EH My Kelly Order Hold
Y (y,n)

Cubes: .298
Hold Code?

Alloc Inv:

GM%/Profit Amt
% 64.37 Inv:
18.46 Ack:

Qutg Eml
PRTAPLUS N Y

""""""" N

F 1 854N
@:=Ln Itms FH-Cus Inq [§E=Prev
@¥=Header [fE=P/F Inv [@ff=P/F Ack @¥=1tm Ing

MA a 13/015

il |02 - Session successfully started PURCHPRT on 10.136.100.24

| T = | P lal

L ;& EH N - ¢ 20
Step Action
28. From the End Order Screen:

Note: The warehouse will be changed from your store to the new shipping
warehouse you selected on each line.

Press ENTER.
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KELLY | PAPER

[E] Session A - [24 x 80] v = e e
File Edit View Communication Actions Window Help

P 2% BE @ Nk 2 e ee

ORDER ENTRY

Function? C Correction

Order No/Seq:

Customer No: ~ ~~ Find:

Ship-To No:

Order Source?

Master Order:

Last order: |EO3MD/0O DICK CLARK PRODUCTIONS
Type: BACKORD HELD My Kelly Order Hold

E-End [@=Ship-To Search [§l=Order/Ship Inq [§Hl=Cust Inq [@H=Item Ing

MA a 07/019

W 1802 - Session successfully started PURCHPRT on 10.136.100.24

ceessfullystarted __ . e — PR D02
W . N% A D LR Pyt

Step Action

29. From the Order Entry Main Screen:
Notice this order is still on EH hold
Take note of the order number.

Press F3.




=] Session A - [24x80) 4
File Edit View Communication Actions Window Help

B G| F%| | (%) 28| & &lO|

COMMAND Order Entry - Main Menu
Menu: OEMAIN

Enter, Change & Ship Orders
Release Held Orders, Quotes,

Backorders & Futures
Delete Open Orders
Release "New Customer”
Release Blanket Orders
Off Line Order Entry

. Ship Confirm Multiple Orders
Customers PRINT:

INQUIRE:

Items

Open Orders

Customer Order/Shipment

Open Orders by Item

Shipped Orders by Item

Order Snapshot

Carrier Order Inquiry

Order Inquiry by P/0 or Order
Ready for option number or command

22/007

RGA Slips
Acknowledgements
Pick Lists
Invoices

Reports

File Maintenance
Inquiry

1992-2012 Infor

PURCHPRT on 10.136.100.24

2/23/2015

Step

Action

30.

From the Order Entry Main Menu: Type "2".

2] Session A - [24 x 80] -

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

COMMAND Order Entry - Main Menu
Menu: OEMAIN

Enter, Change & Ship Orders
Release Held Orders, Quotes,

Backorders & Futures
Delete Open Orders
Release "New Customer”
Release Blanket Orders
O0ff Line Order Entry

. Ship Confirm Multiple Orders
Customers PRINT:

INQUIRE:
Items
Open Orders
Customer Order/Shipment
Open Orders by Item
Shipped Orders by Item
Order Snapshot
Carrier Order Inquiry
Order Inquiry by P/0 or Order
Ready for option number or command
> 2

RGA Slips
Acknouwledgements
Pick Lists
Invoices

Reports

File Maintenance
Inquiry

1892-2012 Infor

1;
2/23/2015

Step

Action

31.

Press ENTER.
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KELLY | PAPER

=] Session A - [24x80) 4

File Edit View Communication Actions Window Help
B 2 BE w6 %% & & &l
ORDER RELEARSE

Company Number? 01

Order No./Gen.

New Order Type: I - Invoice
0 - Order

EE=Exit {=0rder Entry

05/041
4

oapm ||
2232015

Step Action

32. To release your My Kelly order: Press TAB.

2] Session A - [24 % 80] Bd

File Edit View Communication Actions Window Help
B 2% EE @ s 2 o ele
ORDER RELEASE

Company Number? 01

Order No./Gen.: l““

New Order Type: I - Invoice
0 - Order

— xit — rder Entry

07/041
PURCHPRT on 10.136.100.34
0apM | |
22312015

Step Action

33. Key in your My Kelly Order number. Type "e03md".




=] Session A - [24x80) 4

File Edit View Communication Actions Window Help
B BB & | %% 2t 3| @le
ORDER RELEARSE

Company Number? 01

Order No./Gen.

New Order Type: I - Invoice
0 - Order

EE=Exit {=0rder Entry

HA) a 07/049

o)’ 1902 - Session successfully started PURCHPRT on 10.136.100.24

2/23/2015

Step Action

34. Press ENTER.

2] Session A - [24 x 80] -

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

ISold To: 1/0000803144 DICK CLARK PRODUCTIONS Order No: EO3MD/00
2900 OLYMPIC BLVD Order Type: BACK ORD
Contact: My Kelly Order
Ext.
Phone: 255-4600 0]
SANTA MONICA 90404 us

Contact:
Phone: (310) 255-4600

Claudia Estrada B/0 Code: ALL B/O
0800 1500 Dir Shp: NO
Blanket: NO
10020 Southern California Warehouse: 91
1 NET 10 Allocate: YES
3 On Account Route/Stp: 2021 / 0]
Exp: Tax Body: CA1429 Cd: ©
9.500 Santa Monica

=Return

1;
2/23/2015

Step Action

35. Press F10.
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20 Session A - [24x80] = &
File Edit View Communication Actions Window Help

B 2 BE w6 %% & & &l
ORDER RELEARSE

Company Number? [g1

Order No./Gen.

New Order Type: I - Invoice
0 - Order

386: Order released from hold, but still a backorder.

EE=Exit {=0rder Entry

Step Action

36. Your order is now ready to be picked for delivery (status 1 RDY Pckslp)

Note: If this is a credit card order, go back into the order and hit F14 at the
end order screen to authorize the credit card

Credit card orders will include a message on this screen. "Credit Card Order
must be authorized” and "This order is on credit card hold".

End of Procedure




My Kelly Non-Credit Card Pick Up Orders

After reviewing the My Kelly online order email notification; follow this topic carefully to
process a My Kelly non-credit card pick up order.

0] Session A - [24 x 80]

T e B

File Edit View Communication Actions Window Help

B o] (%] B[] ] % &

#| 5 @

COMMAND
Menu:

Order Entry

Inventory Accounting
Accounts Receivable
Sales Analysis

Bill Of Material
Purchasing

Price Maintenance
Inventory Mgmt & Planning
General Ledger

. Accounts Payable
Warehouse Management
International Currency

0~ & Wk

File Maintenance Menu
Cross Application - Master Menu
Master Menus

Ready for option number or command

16.
17.

99.

Infor Distribution A+ - Main Menu
APLUS

Radio Frequency
Point of Sale

Value Added Services
ebusiness & Communication
Bid & Quote

Workflow Management
Consignment
Electronic Payments
Rebates

Demand Planning
Extension Solution

. Advanced Inventory Management

Kelly Paper Main Menu
(c) 1992-2012 Infor

22/007

PURCHPRT on 10.136.100.24

156PM | |

2/23/2015

Action

From the A+ Main Menu:

Type "1".
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KELLY | PAPER

Z' Session A - [24 x 80]

File Edit View Communication Actions Window Help

| |

COMMAND

Order Entry
Inventory Accounting
Accounts Receivable
Sales Analysis

Bill O0f Material
Purchasing

Price Maintenance

0 ~1OOU L WK -

General Ledger
Accounts Payable
Warehouse Management
International Currency

File Maintenance Menu

| (%) 28| & &lO|

Infor Distribution A+ - Main Menu

Inventory Mgmt & Planning

Menu: APLUS
Radio Frequency
Point of Sale
VYalue Added Services
ebusiness & Communication
Bid & Quote
Workflow Management
Consignment
Electronic Payments
Rebates
Demand Planning
Extension Solution
Advanced Inventory Management

Cross Application - Master Menu

Master Menus

99. Kelly Paper Main Menu

(c) 1992-2012 Infor

Ready for option number or command

22/008

56PM ||
2231015

Action

Press ENTER.

B Session A - [24x 30]

File Edit View Communication Actions Window Help

=

COMMAND Order

Enter,
Release Held Orders,

D] 2% BE w6 % &2 & el

Entry - Main Menu
Menu: OEMAIN

Change & Ship Orders
Quotes,

Backorders & Futures
Delete Open Orders

Release

"New Customer" Orders

Release Blanket Orders
O0ff Line Order Entry
Ship

INQUIRE: Customers
Items

Open Orders

Customer Order/Shipment
Open Orders by Item

Shipped Orders by
Order Snapshot

Confirm Multiple Orders
PRINT: RGA Slips

Acknouwledgements

Pick Lists

Invoices

Reports

File Maintenance

Inquiry

Item

Carrier Order Inquiry

Order Inquiry by P/0 or Order

1892-2012 Infor

Ready for option number or command

=>

22/007
136.100.24
56 PM

2/23/2015

Action

From the Order Entry Main Menu.

Type "18".




50 Session A- [24x80] )

File Edit View Communication Actions Window Help
B 2 BE w6 %% & & &l

COMMAND Order Entry - Main Menu
Menu: OEMAIN

Enter, Change & Ship Orders
Release Held Orders, Quotes,
Backorders & Futures
Delete Open Orders
Release "New Customer” Orders
Release Blanket Orders
Off Line Order Entry
. Ship Confirm Multiple Orders
INQUIRE: . Customers PRINT: . RGA Slips
Items . Acknowledgements
Open Orders . Pick Lists
Customer Order/Shipment . Invoices
Open Orders by Item . Reports
Shipped Orders by Item . File Maintenance
Order Snapshot . Inquiry
Carrier Order Inquiry
Order Inquiry by P/0 or Order 18982-2012 Infor
Ready for option number or command
===> 18

22/009

156PM ||
2232015

Action

Press ENTER.

B Session A - [24x 30]

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

ORDER INQUIRY BY ORDER OR PO NUMBER

Company No?
Order No:
- or -

PO Number:

EE=Exit

09/040
rte

Action

Key in the My Kelly order number from the email you received.

Type "e03kb".
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KELLY | PAPER

2] Session A - [24x 80] o m——y =

File Edit View Communication Actions Window Help

D] 2| BE)] w6 5% &b & 8l

ORDER INQUIRY BY ORDER OR PO NUMBER

Company No? ol
Order No: EOSKB 7/

- or -

PO Number:

EE=Exit

09/048

. us6PM ||
W umps

Step Action
6. Press ENTER.
=] Session A - [24 x 80]
File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale
Order No: EO3KB / O
Ord Ent. Ship-To
Order No WH Typ Status Date Customer P/0 Number Customer Name
1 EB3KB/B0 07 B/0 Held-EH 1/31/15 Claudia Estrada DICK CLARK PRODU
[W-1-3.4
=0rder Entry rder Delete
=0rder Release Mark/Unmark =Return
23/013
Step Action
7. Select the order from the inquiry results. Type "1".




Z' Session A - [24 x 80]

File Edit View Communication Actions Window Help
B BB & | %% 2t 3| @le
EO3KB / 0

Order No:

Ord
WH Typ Status
07 B/0 Held-EH

Ent.
Order No Date

1 EO3KB/0O

Selection: 1fj nvoice No.

xit

F
F

Session successfully started

1/31/15 Claudia Estrada

Ship-To
Number Customer Name

DICK CLARK PRODU

Customer P/0

[R=1-34
rder Delete
Mark/Unmark [gi¥i=Return

rder Entry
rder Release

2

23/014

PURCHPRT on 10.136.100.24

2/23/2015

Step Action
8. Press ENTER.
=] Session A - [24 x 80]
File Edit View Communication Actions Window Help
2D 2 BE = % 2 o @le
ORDER DISPLRY
Order No: EG3KB/00 B/O HELD My Kelly Order
Co/Cust: 1/0000803144 DICK CLARK PRODUCTIONS
Orig User: MYKELLY Last User: ITCLEST Released by
Yalue
Items:
Spec Chg:
P/L Run: 0] Tr Disc:
Subtotal:
Dates Time - DFT Sales Tax:
Entry: 1/31/15 18:57:23 Other:
Req ship: 2/02/15 Total
Acknowledge: 1/31/15 18:57:24
Deposit:
Tendered:
Profit:
Weight:
Cubes:
=Exit Line Items =User
=Activity [@Eg=cC GY=Max
MA
U B0z - 5 essfully started
1;
2/23/2015
Step Action
9. Press ENTER.
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KELLY | PAPER

[0 Session & - [24x80)
File Edit View Communication Actions Window Help

=l B 2% BE] =@ %% 2= 8 e
000803144 DICK CLARK PRODUCTIONS

2900 OLYMPIC BLVD

Order No: EO3KB/00
Order Type: B/O
Contact: P/L Run No:
Ext.
(310) 255-4600
90404

Phone:
SANTA MONICA

Contact:
Phone: (310) 255-4600

OTKP OUR TRUCK KELLY PAPER
Claudia Estrada

Carrier:
PO No:
Shp Via
Note:
S'Rep:

Upd Demand: YES

B/0 Code: ALL B/O

Drp Shp: NO

Blanket: NO

Warehouse: 07

Allocate: YES

Route/Stp: / o]

Tax Body: CA1428 Cd: ©
8.500 Santa Monica

10020 Southern California
Terms: 1 NET 10

Pmt Cd: 3 On Account

cC: Exp:

ine Items

[@¥i=Return
01/001

157eM ||
2232015

Step Action
10. From the order header display: Click the Print entire screen button.
] Session A - [24x80]
File Edit View Communication Actions Window Help
2D 2 BE = % 2 o @le
Sold To: 1/0000803144 DICK CLARK PRODUCTIONS Order No: EO3KB/00
2900 OLYMPIC BLVD Order Type: B/0
Contact: P/L Run No:
Ext.
Phone: (310) 255-4600
SANTA MONICA 90404
Contact:
Phone: (310) 255-4600
Carrier: OTKP OUR TRUCK KELLY PAPER Upd Demand: YES
PO No: Claudia Estrada B/0 Code: ALL B/O
Shp Via: Drp Shp: NO
Note: Blanket: NO
S’ Rep: 10020 Southern California Warehouse: 07
Terms: 1 NET 10 Allocate: YES
Pmt Cd: 3 On Account Route/Stp: / 0]
cC: Exp: Tax Body: CA1429 Cd: ©
9.500 Santa Monica
=Second Header ine Items
Exit =Return
01/001
Step Action

11.

Press ENTER.




B0 Session A - 24x80) T m— =y o) [
File Edit View Communication Actions Window Help
El B 2% BE] =@ %% 2= 8 e
Order No: EO3KB/00O Co/Cust: 1/0000803144 DICK CLARK PRODUCTIONS
Cust
Quantity Quantity Ord Sell Price
Ln Item No/Description Ordered Shipped u/M Rtn Rsn/Seqg
1

testing order source

2 11048A 1.000
8.5x11-20 Office Print 97Brt Copy Paper 10M

PKG

Top

Selection: l Locate Item: . .. . . .. .. ... .. .. ... Top: .

[E=0rig Item [E=Exit Fl=End Display FE¥E=Return

157eM ||
2232015

Step Action

12. From the line display screen: Click the Print entire screen button.

B Session A - [24x 30]
File Edit View Communication Actions Window Help

BE 2% BE =€ b 8E o ale
Order No: EO3KB/0O Co/Cust: 1/0000803144 DICK CLARK PRODUCTIONS
Cust
Quantity Quantity Ord Sell Price
Ln Item No/Description Ordered Shipped U/M Rtn Rsn/Seqg
1
testing order source 1
2 11048A 1.000

PKG 3.80000

8.5x11-20 Office Print 97Brt Copy Paper 10M 2

Selection: l Locate Item: . . . ... . . .. ... ..

=0rig Item =Exit =End Display =Return

[@&=0ur Ord U/M

MA 22/012

Step Action

13. Press F12.
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2] Session A - [24x 80] | m—g =

File Edit View Communication Actions Window Help
B 2 BE w6 %% & & &l

Sold To: 1/0000803144 DICK CLARK PRODUCTIONS Order No: EQ3KB/00
2900 OLYMPIC BLYD Order Type: B/0
Contact: P/L Run No:

Ext.
Phone: (310) 255-4600
SANTA MONICA 90404

Contact:
Phone: (310) 255-4600

Carrier: OTKP OUR TRUCK KELLY PAPER Upd Demand: YES

PO No: Claudia Estrada B/0 Code: ALL B/0

Shp Via: Drp Shp: NO

Note: Blanket: NO

S'Rep: 10020 Southern California Warehouse: 07

Terms: 1 NET 10 Allocate: YES

Pmt Cd: 3 On Account Route/Stp: / o]

cC: Exp: Tax Body: CA1428 Cd: ©
8.500 Santa Monica

=Second Header ine Items
Exit [¥=Return

01/001

157eM ||
2232015

Step Action

14. Press F12.

B Session A - [24x 30]

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

Order No: EOG3KB / O

Ord Ent. Ship-To
Order No WH Typ Status Date Customer P/0 Number Customer Name
1 EB3KB/B0 07 B/0 Held-EH 1/31/15 Claudia Estrada DICK CLARK PRODU

Last
=0rder Entry rder Delete
=0rder Release Mark/Unmark =Return

23/013
rte

Step Action

15. Now you can delete the My Kelly Order. Note: Only delete the order if it is a
non-credit card pick up. Click F9.




50 Session A- [24x80] )

File Edit View Communication Actions Window Help
B 2 BE w6 %% & & &l
DELETE OPEN ORDERS$

Company Number? 01
Order No./Gen.

Reason Code?

EE=Exit

06/039
4

sePM | |
2232015

Step Action

16. Hit the Tab key until you reach the Reason Code field. Press TAB.

B Session A - [24x 30]

File Edit View Communication Actions Window Help
B A @@ @ %% & 8 &le

DELETE OPEN ORDERS

Company Number? 01
Order No./Gen.:

Reason Code? l )

EE=Exit

10/039
4

58 PM gl
2/23/2015

Step Action

17. Key in your reason code. Type "cc".
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50 Session A- [24x80] )

File Edit View Communication Actions Window Help
B BB & | %% 2t 3| @le
DELETE OPEN ORDERS$

Company Number? [g1
Order No./Gen.

Reason Code? cc

EE=Exit

06/039

58PM | |
2231015

Step Action
18. Press ENTER.
=] Session A - [24 x 80]
File Edit View Communication Actions Window Help
2D 2 BE = % 2 o @le
Status: My Kelly Order Hold HELD Order No: EG3KB/00
Reason: Customer Cancelled Order Type: Backord
Sold To: 1/0000803144 DICK CLARK PRODUCTIONS
2900 OLYMPIC BLVD
(310) 255-4600
SANTA MONICA Us so404
(310) 255-4600
PO No: Claudia Estrada Blanket: B/0 Code: ALL B/O
Shp Via: Drp Shp: Warehouse: 07
Note: Allocate: YES
S’ Rep: 10020 Southern California Route/Stp: / 0]
Terms: 1 NET 10 Tax Body: CA1429 Cd: ©
Pmt Cd: 3 On Account 9.500 Santa Monica
cC: Exp: Auth:
-Return =De1ete
01/001
136, 24
PM
2/23/2015
Step Action

19.

Use F24 to delete the order. Click F24




[0 Session & - [24x80)

File Edit View Communication Actions Window Help

| | | (%) 28| & &lO|

DELETE OPEN ORDERS

Company Number? 01
Order No./Gen.
Reason Code?

Last Order Deleted: EO3KB / O
DICK CLARK PRODUCTIONS

EE=Exit

06/039

0.24

& 2/23/2015

Step

Action

20.

Now pull all lines from of order (print screens and or order pad) and place in
your will call / must have area.

Call customer and let them know their order is ready for pick up
If you do not have an item or are short a quantity, let the customer know that
you can order the product for pick up the next morning (must have it for

them).

If the customer agrees then place the items on your must have order for the
next day.

When customer picks up their order, ring up in Point of Sale the same way
you would any must have order.
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B Session A - [24 x 80]
File Edit View Communication Actions Window Help

B B R BE = s 2 8 el
DELETE OPEN_ORDERS

Company Number?

Order No./Gen.

Reason Code?

Last Order Deleted: EOQ3KB / O
DICK CLARK PRODUCTIONS

EE=Exit

MA El 06/039
@' /1902 - Session successfully started PURCHPRT on 10136100.24

ENTRSNCHEN - -
2/2372015

=

Step Action

21.
End of Procedure.




My Kelly Credit Card Pick Up Orders

After reviewing the My Kelly online order email notification; follow this topic to process a

My Kelly credit card pick up order.

20 Session A - [24 x 80]

il — "

=npan X

File Edit View Communication Actions Window Help
B e 2 @ w2 & ale
COMMAND

Menu:

Order Entry

Inventory Accounting
Accounts Receivable
Sales Analysis

Bill Of Material
Purchasing

Price Maintenance
Inventory Mgmt & Planning
General Ledger

. Accounts Payable
Warehouse Management
International Currency

WO A WNPE

File Maintenance Menu

Infor Distribution A+ - Main Menu

APLUS

16.
17.
18.
19.
20.
22.
23,
28.
27.
28.
28,
30.

Cross Application - Master Menu

Master Menus

Ready for option number or command

99,

Radio Frequency

Point of Sale

Value Added Services
ebusiness & Communication
Bid & Quote

Workflow Management
Consignment

Electronic Payments
Rebates

Demand Planning

Extension Solution
Advanced Inventory Management

Kelly Paper Main Menu
(c) 1992-2012 Infor

22/007
PURCHPRT on 1013610024

Action

1. From the A+ Main Menu: Type "1".
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F' Session A - [24 x 80]

=X

File Edit View Communication Actions Window Help

| |

COMMAND

Order Entry
Inventory Accounting
Accounts Receivable
Sales Analysis

Bill O0f Material
Purchasing

Price Maintenance

0 ~1OOU L WK -

General Ledger
Accounts Payable
Warehouse Management
International Currency

File Maintenance Menu

| (%) 28| & &lO|

Infor Distribution A+ - Main Menu

Inventory Mgmt & Planning

Menu: APLUS
Radio Frequency
Point of Sale
VYalue Added Services
ebusiness & Communication
Bid & Quote
Workflow Management
Consignment
Electronic Payments
Rebates
Demand Planning
Extension Solution
Advanced Inventory Management

Cross Application - Master Menu

Master Menus

99. Kelly Paper Main Menu

(c) 1992-2012 Infor

Ready for option number or command

22/008

2/23/2015

Action

Press ENTER.

B Session A - [24x 30]

File Edit View Communication Actions Window Help

=

COMMAND Order

Enter,
Release Held Orders,

D] 2% BE w6 % &2 & el

Entry - Main Menu
Menu: OEMAIN

Change & Ship Orders
Quotes,

Backorders & Futures
Delete Open Orders

Release

"New Customer" Orders

Release Blanket Orders
O0ff Line Order Entry
Ship

INQUIRE: Customers
Items

Open Orders

Customer Order/Shipment
Open Orders by Item

Shipped Orders by
Order Snapshot

Confirm Multiple Orders
PRINT: RGA Slips

Acknouwledgements

Pick Lists

Invoices

Reports

File Maintenance

Inquiry

Item

Carrier Order Inquiry

Order Inquiry by P/0 or Order

1892-2012 Infor

Ready for option number or command

=>

22/007
136.100.24
2:26PM

2/23/2015

Action

From the Order Entry Main Menu. Type "18".




] sson A~ 24 280] " B " =

File Edit View Communication Actions Window Help
B 2 BE w6 %% & & &l

COMMAND Order Entry - Main Menu
Menu: OEMAIN

Enter, Change & Ship Orders
Release Held Orders, Quotes,
Backorders & Futures
Delete Open Orders
Release "New Customer” Orders
Release Blanket Orders
Off Line Order Entry
. Ship Confirm Multiple Orders
INQUIRE: . Customers PRINT: . RGA Slips
Items . Acknowledgements
Open Orders . Pick Lists
Customer Order/Shipment . Invoices
Open Orders by Item . Reports
Shipped Orders by Item . File Maintenance
Order Snapshot . Inquiry
Carrier Order Inquiry
Order Inquiry by P/0 or Order 18982-2012 Infor
Ready for option number or command
===> 18l

22/009

26eM ||
2232015

Action

Press ENTER.

B Session A - [24x 30]

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

ORDER INQUIRY BY ORDER OR PO NUMBER

Company No?
Order No:
- or -

PO Number:

EE=Exit

09/040
rte

Action

Key in the My Kelly order number from the email you
received. Type "e03j3".
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& Session A - [24x80] - T ————— s =

File Edit View Communication Actions Window Help
B 2 BE w6 %% & & &l
ORDER INQUIRY BY ORDER OR PO NUMBER

Company No?

Order No:

- or -

PO Number:

EE=Exit

09/048

26eM ||
2232015

Step Action

6. Press ENTER.

B Session A - [24x 30]

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

Order No: EBG3J3 / O

Ord Ent. Ship-To
Order No WH Typ Status Date Customer P/0 Number Customer Name
1 EB3J3/00 07 B/0 Held-EH 1/31/15 Claudia Estrada DICK CLARK PRODU

Last

=0rder Entry rder Delete
=0rder Release Mark/Unmark =Return

23/013

Step Action

7. Select the order from the inquiry results. Type "1".




] sson A~ 24 280] B " =

File Edit View Communication Actions Window Help

B BB &% | | 2B 5| @
Order No: E03J3 / O

Ord Ent. Ship-To
Order No WH Typ Status Date Customer P/0 Number Customer Name
1 E03J3/00 07 B/0 Held-EH 1/31/15 Claudia Estrada DICK CLARK PRODU

[R=1-34

xit

Selection: 1 nvoice No. rder Entry E rder Delete
F

rder Release Mark/Unmark [gi¥i=Return

23/014

PURCHPRT on 10.136.100.24

27eM | |
2232015

Step Action

8. Press F5.

B Session A - [24x 30]

File Edit View Communication Actions Window Help

D] 2% BE w6 % &2 & el

ORDER ENTRY

Function?

Order No/Seq: EB3J3 / |
Customer No
Ship-To No:

Order Source?

Master Order

=End [¥=Ship-To Search [@El=0Order/Ship Ing =Cu5t Ing =Item Ing
[{i=Get Next Order

Step Action

9. To edit the order. Type "c"
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B Sevvion A~ 124801 " T T (O

File Edit View Communication Actions Window Help

B G| F%| | (%) 28| & &lO|

ORDER ENTRY
Function?

Order No/Seq: [E0333 7

Customer No:

Ship-To No:

Order Source?

Master Order:

[E=End [@=Ship-To Search [§Hl=Order/Ship Inq [FH=Cust Inq [@B=Item Inq
[{=Get Next Order

07/01

2/23/2015

Step Action

10. Press ENTER.

B Session A - [24x 30]

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

Sold To: 1/0000803144 DICK CLARK PRODUCTIONS CHANGE BACKORD
Addri: 2900 OLYMPIC BLVD, T : ED3J3/00
Addr2:
Addr3:
Addr4:

City: SANTA St/Prov?
Country? US Z2ip/Pstl:

Ship To:
Addril:
Addr2:
Addr3:
Addr4:
City: - St/Prov?
Country? Z2ip/Pstl:
PO No:
FOB CD?
Carrier? FLEET Company Trucks Entry Dt: 13115
Open Time: ... 08 Drp Shp:
Note: Warehouse? 07 Kelly Paper San
Terms? 1  NET 10 Pmt Cd? AE
S'Rep? 10020 Southern California
More: N
EB=1tems [@=Ship-To [E=More EE=1ngs [@f=Cus E~Cmnts [FE=End EE-Dup Dt

ccessfully started

- 136 24
3 =
"R o

Step Action

11. Press the Tab key until you reach the Carrier code field. Press TAB.




[0 Session A - [24x80]
File Edit View Communication Actions Window Help

D] 2| BE)] w6 5% &b & 8l

Sold To: 1/0000803144 DICK CLARK PRODUCTIONS CHANGE BACKORD
Addri: 2! - : E03J3/00
Addr2: ) ) CExtn:
Addr3:

Addrd: ) =

City: : .. St/Prov?

Country? US Zip/Pstl:

Ship To:

Addri:

Addr2:

Addr3:

Addrd: ) =
City: ) .. St/Prov?
Country? 2ip/Pstl:

‘N‘

Entry Dt: |
Open Time: ..o Drp Shp: N
Note: ) Warehouse? 07 Kelly Paper San
Terms? 1 | Pmt Cd? AE.
020 Southern California
More: N
FB=1tens [F=Ship-To [E=More [EE=1nags Fg=Cus E-Cnnts [FMP=End @E-Dup Dt

227PM
2/23/2015

Step Action

12. Change the order carrier code. Type "PCKUP".
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F' Session A - [24 x 80]

File Edit View Communication Actions Window Help

Sold To:

D] 2| BE)] w6 5% &b & 8l

CHANGE BRCKORD

Addri:

Addr2:

Addr3:

Addrd4:

City:  SANTA MONICA = .
Country? US

Ship To:
Addri:
Addr2:
Addr3:
Addrd4:
City:
Country?

Carrier? FLEET Company Trucks
Open Time: | 0 Close Time:
Note:

Terms?
S Rep?

1 NET 10

FB=1tens [F=Ship-To [E=More

St/Prov?

2ip/Pstl:

St/Prov?

2ip/Pstl:

10020 Southern California

[EE=1nags Fg=Cus [E=Cmnts

E03J3/00

Entry Dt:
Drp Shp:
Warehouse? 07 Kelly Paper San
Pmt Cd? AE

More: N
@E-Dup Dt

F=End

21eM ||
2232015

Step Action

13.
code.

Use the Field Exit/Enter key to remove the last characters of the carrier
Press FIELD EXIT/ENTER.

1] Session A - [24x 30]

File Edit View Communication Actions Window Help
B 2% (% &

1/0000803144 DICK

Sold To:
Addri:

Addr2:

Addr3:

Addr4:

City:
Country? US

Ship To:
Addri:
Addr2:
Addr3:
Addr4:
City:
Country?
PO No:
FOB CD?

Claudia Estrada

Open Time:
Note:
Terms?
S'Rep?

NET 10

=I tems =Shi p-To =More

& 3| @¢
CLARK PRODUCTIONS

St/Prov?

2ip/Pstl:

St/Prov?

Z2ip/Pstl:

10028 Southern California

=I ngs [J{=Cus [@&=Cmnts

CHANGE BACKORD
E03J3/00

Entry Dt:

Drp Shp:

Warehouse? 07 Kelly Paper San
Pmt Cd? AE

More: N

FE=End FE-oup Dt

19/013

227PM gl
2/23/2015

Step Action

14. Press ENTER.




] sson A~ 24 280] " T ———_

File Edit View Communication Actions Window Help
B 2 BE w6 %% & & &l

Sold To: 1/0000803144 DICK CLARK PRODUCTIONS =~ CHANGE BACKORD
Addri: 2! - : E03J3/00
Addr2: ) ) CExtn:
Addr3:

Addrd: ) =

City: : .. St/Prov?

Country? US Zip/Pstl:

Ship To:

Addrl:

Addr2:

Addr3:

Addrd: ) =
City: .. St/Prov?

Country? 2ip/Pstl:

...................... ‘N‘
Carrier? P Pickup Carrier Entry Dt:
Open Time: 00 Close Time:  :00 Drp Shp: N
Note: R Warehouse? 07 Kelly Paper San
Terms? 1 | Pmt Cd? AE.
020 Southern California

More: N

FB=1tens [F=Ship-To [E=More [EE=1nags Fg=Cus E-Cnnts [FMP=End @E-Dup Dt

21eM ||
2232015

Step Action

15. Press ENTER.

B Session A - [24x 30]

File Edit View Communication Actions Window Help

D] 2% BE w6 % &2 & el

CHANGE BACKORD
Invoice Dt: . .. Bill To: 803144 (310) 255-4648
Cash Dsc Dt: .
Future Dt: ) 2900 OLYMPIC BLVD
Cancel Dt:
Invoice No:

SANTA MONICR

cA
Price List: Contact:
Pr Dsc Pct: | - Consolidated Bill Code?
Price Disc Code . (081-999) Tr Dsc Pct:

Contract Cde? 0O Int Vnd No: |
Pro No: | | BOL No:
Ship Date: | Compl Ship:  ( ,H,D) ‘
Order Source? Order Pty: 3 (1 - 7) Upd Demand:
Contract:

Tax Exempt Cert #: | . Tax Exempt Cert # Exp Date: |
S'Rep? Com % Territory? 20
10020 Southern California . Route/Stp:

Rober Soto Tax Body?

Santa Monica 9.500

Step Action

16. Click the Order Source field.
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F' Session A - [24 x 80]

File Edit View Communication Actions Window Help

Invoice Dt: Bill To
Cash Dsc Dt:

Future Dt:

Cancel Dt:

Invoice No:

Dep Amt:

Price List:

Pr Dsc Pct: .00
Price Disc Code
Contract Cde? DO
Pro No:

Ship Date: | | )
Order Source?|l] |

Tax Exempt Cert #
S Rep?
10020 Southern California
Rober Soto
Santa Monica

D] 2| BE)] w6 5% &b & 8l

CHANGE BACKORD
..... 803144 (310) 255-4648
DICK CLARK PRODUCTIONS

2900 OLYMPIC BLYD

SANTA MONICA
CA
Contact:

Consolidated Bill Code?
(001-999)

Tr Dsc Pct:

Int V¥nd No:

BOL No:

Compl Ship:
Order Pty: 3 (1 -7)

Contract:

Tax Exempt Cert # Exp Date:
Com % Territory? 20

Route/Stp:

Tax Body?

21eM ||
2232015

Step Action
17. Key in your two digit Order Source Code. Type "07".
2] Session A - [24 % 80]
File Edit View Communication Actions Window Help
2D 2 BE = % 2 o @le
CHANGE BRACKORD
Invoice Dt: Bill To: 803144 (310) 255-4648
Cash Dsc Dt:
Future Dt: 2900 OLYMPIC BLVD
Cancel Dt:
Invoice No:
SANTA MONICR
CA
Price List: Contact
Pr Dsc Pct: Consolidated Bill Code?
Price Disc Code: = (001-999) Tr Dsc Pct
Contract Cde? 0001 Int Vnd No:
Pro No: BOL No:
Ship Date: Compl Ship: |
Order Source? 07 Order Pty: 3 (1 - 7) Upd Demand: Y (Y,N)
Santa Monica Contract
Tax Exempt Cert #: Tax Exempt Cert # Exp Date:
S'Rep? Com % Territory? 20
10020 Southern California Route/Stp:
Rober Soto Tax Body?
Santa Monica 9.500 Santa Monica
=ContrL5t [@¥l=Cust Ing =Item Ing =Fir5t Header
MA
Step Action

18. Press ENTER.




] sson A~ 24 280] B " =

File Edit View Communication Actions Window Help

B G| F%| | (%) 28| & &lO|

Ord: E03J3/00 01/0000803144 DICK CLARK PRODUCTIONS CHANGE BRCKORD

Item & Description Qty Shp U/M Final Price Total Amt/Line
1 11542A .000 PKG 36.24000 .00
8.5x11-24# Classic Cotton Avon Brilliant White 12M 3

Base Price Dsc 1

Insert Before
Find: ........”....‘: “““““““““““““““
Item No:

[F¥=0rder Head ts [@=0ty Ord [@M=End Ord [§K-20 to Chg
=Chrgs [@=Cmpt [R=Hist [@#=Speed Entruy

14/001
Session successfully started PURCHPRT on 1013610024
28PM | |
2232015

Step Action

19. Press F10.

B Session A - [24x 30]

File Edit View Communication Actions Window Help

D] 2% BE w6 % &2 & el

Order: EB03J3/00 DICK CLARK PRODUCTIONS CHANGE BACKORD

Msgs: Shipped Ordered Current
Items: . COver 30
Sp Chg: . . COver B0
. COver 80
Subtot: 1 . . Over 120
Sales Tax: .00 . Orders:
. Cash:
TOTAL: .00 . Total:
Weight: .0000 . Limit:
Cubes: [o]o]¢]

Hold Code? EH. My Kelly Order Hold
Alloc Inv: Y (y,n)

GM%/Profit Amt Outg
% B2.38B : PRTAPLUS

EE-cc

Step Action

20. Press ENTER.

Page 50




KELLY | PAPER

& Session A - [24x80] L T ————— s =

File Edit View Communication Actions Window Help

D] 2| BE)] w6 5% &b & 8l

ORDER ENTRY

Function? C Correction

Order No/Seq

Customer No: . Find:

Ship-To No:

Order Source?

Master Order

Last order: E03J3/00 DICK CLARK PRODUCTIONS
Type: BACKORD HELD My Kelly Order Hold

[E=End [@=Ship-To Search [§Hl=Order/Ship Inq [FH=Cust Inq [@B=Item Inq

2/23/2015

Step Action

21. From the Order Entry Main Screen; notice this order is still on EH hold.
Press F3.

1] Session A - [24x 30]

File Edit View Communication Actions Window Help
B 2% EE @ s 2 o ele

COMMAND Order Entry - Main Menu
Menu: OEMAIN

Enter, Change & Ship Orders
Release Held Orders, Quotes,
Backorders & Futures
Delete Open Orders
Release "New Customer"” Orders
Release Blanket Orders
O0ff Line Order Entry
. Ship Confirm Multiple Orders
INQUIRE: . Customers PRINT: . RGA Slips
Items . Acknouwledgements
Open Orders . Pick Lists
Customer Order/Shipment . Invoices
Open Orders by Item . Reports
Shipped Orders by Item . File Maintenance
Order Snapshot . Inquiry
Carrier Order Inquiry
Order Inquiry by P/0 or Order 1882-2012 Infor
Ready for option number or command

22/007

230PM gl
2/23/2015

Step Action

22. From the Order Entry Main Menu: Type "2".




] sson A~ 24 280] B " =

File Edit View Communication Actions Window Help
B 2 BE w6 %% & & &l

COMMAND Order Entry - Main Menu
Menu: OEMAIN

Enter, Change & Ship Orders
Release Held Orders, Quotes,
Backorders & Futures
Delete Open Orders
Release "New Customer” Orders
Release Blanket Orders
Off Line Order Entry
. Ship Confirm Multiple Orders
INQUIRE: . Customers PRINT: . RGA Slips
Items . Acknowledgements
Open Orders . Pick Lists
Customer Order/Shipment . Invoices
Open Orders by Item . Reports
Shipped Orders by Item . File Maintenance
Order Snapshot . Inquiry
Carrier Order Inquiry
Order Inquiry by P/0 or Order 18982-2012 Infor
Ready for option number or command

22/008
rte

230eM ||
2232015

Step Action

23. Press ENTER.

B Session A - [24x 30]

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

ORDER RELERSE

Company Number? D01

Order No./Gen.

New Order Type: | I - Invoice
0 - Order

=Exit =Drder Entry

05/041

Step Action

24. Press TAB.
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& Session A - [24x80] - T ————— s =

File Edit View Communication Actions Window Help
B 2 BE w6 %% & & &l
ORDER RELEARSE

Company Number? 01

Order No./Gen.: || . .

New Order Type: I - Invoice
0 - Order

EE=Exit {=0rder Entry

07/041

230eM ||
2232015

Step Action
25. Key in your My Kelly credit card order number. Type "e03j3".
2] Session A - [24 % 80]
File Edit View Communication Actions Window Help
ORDER RELEARSE
Company Number? D01
Order No./Gen.
New Order Type: | I - Invoice
0 - Order
=Exit =Drder Entry
07/049
Step Action

26.

Press ENTER.




] sson A~ 24 280] B " =

File Edit View Communication Actions Window Help
B 2 BE w6 %% & & &l

Sold To: 1/0000803144 DICK CLARK PRODUCTIONS Order No: E03J3/00
2900 OLYMPIC BLVD Order Type: BACK ORD
Contact: My Kelly Order
Ext.
Phone: (310) 255-4600 o}
SANTA MONICA 90404 us

Contact:
Phone: (310) 255-4600

Claudia Estrada B/0 Code: ALL B/O
0000 0000 Dir Shp: NO
Blanket: NO
10020 Southern California Warehouse: 07
1_MET 10 Allocate: YES
AE Payment by American Express
XXXXAKKAKKAXKX2006 Exp: 216 Tax Body: CR1428 Cd: O
8.500 Santa Monica

[@¥i=Return

01/001
rte

230eM ||
2232015

Step Action

27. Notice the payment code and credit card information.

Press F10.

F' Session A - [24 x 80]

File Edit View Communication Actions Window Help
B 2 | %% 2t 3| @le

ORDER RELERSE

Company Number? [g1

Order No./Gen.

New Order Type: I - Invoice
0 - Order

Credit Card Order must be Authorized

5958: This order is on a credit card hold.

=Exit [@s=0rder Entry

05/041
PURCHPRT on 10.136.100.34
230PM ||
22312015

Step Action

28. Press F5.
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2] Session A - [24x80] w =

File Edit View Communication Actions Window Help

D] 2| BE)] w6 5% &b & 8l

ORDER ENTRY

Function?

Order No/Seq: E03J3 /

Customer No

Ship-To No:

Order Source?

Master Order

[E=End [@=Ship-To Search [§Hl=Order/Ship Inq [FH=Cust Inq [@B=Item Inq

2/23/2015

Step Action

29. Key in a "C" to print the Pick for the My Kelly credit card order. Type "c".

B Session A - [24x 30]

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

ORDER ENTRY

Function?

Order No/Seq: EB3J3 / |
Customer No
Ship-To No:

Order Source?

Master Order

=End =Ship—To Search [@El=0Order/Ship Ing =Cu5t Ing =Item Ing

Step Action

30. Press ENTER.




] sson A~ 24 280] T ———_

File Edit View Communication Actions Window Help
B 2 BE w6 %% & & &l

Sold To: 1/0000803144 DICK CLARK PRODUCTIONS =~ CHANGE BACKORD
Addri: 2! - : E03J3/00
Addr2: ) ) CExtn:
Addr3:

Addrd: ) =

City: : .. St/Prov?

Country? US Zip/Pstl:

Ship To:

Addrl:

Addr2:

Addr3:

Addrd: ) =
City: .. St/Prov?

Country? 2ip/Pstl:

..................... ‘N‘
Carrier? | P Pickup Carrier Entry Dt:
Open Time: 00 Close Time:  :00 Drp Shp: N
Note: R Warehouse? 07 Kelly Paper San
Terms? 1 | Pmt Cd? AE.
020 Southern California

More: N

FB=1tens [F=Ship-To [E=More [EE=1nags Fg=Cus E-Cnnts [FMP=End @E-Dup Dt

231eM ||
223/2015

Step Action

31. Press ENTER.

B Session A - [24x 30]

File Edit View Communication Actions Window Help
BE 2% BE =€ b 8E o ale

Ord: EO03J3/00 01/0000803144 DICK CLARK PRODUCTIONS CHANGE BACKORD

Item & Description Qty Shp U/M Final Price Total Amt/lLine
1 11542A .00 PKG 36.24000 .00
8.5x11-24# Classic Cotton Avon Brilliant White 12M ]

Qty Shp

Base Price Dsc 1 Final Price L
Insert Before:

Find:
Item No:

[@¥=0rder Head ts [§g=0ty Ord [§ %/ -20 to Chg
=Chrgs Ky [B=Cmpt i [@¥=Speed Entry

14/001

Step Action

32. Press F10.
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2] Session A - [24 x 80]

File Edit View Communication Actions Window Help
By % B | % 2 & &
DICK CLARK PRODUCTIONS

Order: E03J3/00

Msgs: Shipped Ordered Current:
Items: .00 36.24 Over 30
Sp Chg: .00 .00 Over 60
.00 Over 90
Subtot: 1 .00 .24 Over 120
Sales Tax: .00 .44 Orders:
.00 Cash:
TOTAL: .00 .68 Total:
Weight: .0ooo .0000 Limit:
Cubes: .000 .135
Hold Code? PA Pending Authorization
Alloc Inv: Y (y.n)

CHANGE BACKORD

.00
.00

1268.18
.00

1058.18

3000

GM%/Profit Amt
% 62.36 Inv:
22.60 Ack:

PRTAPLUS

F 1 SEs 4] -
Ln Itms @-P/F Pek

E¥-Header [§=P/F Inv [ff=P/F Ack

ession successfully started

Outg Eml
Y
\Nu

FH-Cus Inq [fg=Prev
[@¥.=1tm Ing

13/015
PURCHPRT on 2

232 PM
= i
D‘ i L

=

Action

From the End Order Screen:
Hit F14 to authorize the credit card and then F-5 to print the pick.

Now pull all lines from the pick ticket and place in your will call / must have
area.

Call customer and let them know their order is ready for pick up.

If you do not have an item or are short a quantity, call the customer and let
them know that you can order the product for pick up the next morning (must
have it for them). If the customer is fine with that then place the items on
your must have order for the next day.

When customer picks up their order, Invoice using Order Entry (Ship
Confirm and Invoice).

After authorizing the credit card and printing the pick ticket:

Press ENTER.




[B0 Session A - (24501 . ) ESER—

File Edit View Communication Actions Window Help
B FlEs| oo ] % &[] B @l

Order: E03J3/00 DICK CLARK PRODUCTIONS CHANGE BACKORD

Msgs: Shipped Ordered Current: .00
Items: .00 36.24 Over 30 .00
Sp Chg: .00 .00 Over 60 .00
.00 Over 90 0o
Subtot: 1 .00 .24 Over 120 00-
Sales Tax: .00 .44 Orders: 18
.00 Cash: 0o
TOTAL: .00 .68  Total: 18
Weight: .0000 .0000 Limit:
Cubes: .000 .135
Hold Code? [g§A Pending Authorization
Alloc Inv: ¥ (y,n)

GM%/Profit Amt Outg Fx
% B2.36 Inv: PRTAPLUS

Eml
Y
22.60 Ack: QPR N

F 1Sy
@=Ln Itms @H-Cus Inq [gE=Prev

F¥-Header [fE=P/F Inv [@f{~P/F Ack @¥=-1tm Ing

13/015
PURCHPRT on 1013610024
2330M | |
22372015

End of Procedure.
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Look Up My Kelly Orders by Location

Follow this topic to learn how to look up My Kelly orders for your location.

COMMAND Infor Distribution A+ - Main Menu
Menu: APLUS

Order Entry 16. Radio Frequency

Inventory Accounting 17. Point of Sale

Accounts Receivable 18. Value Added Services
Sales Analysis 19. ebusiness & Communication
Bill Of Material 20. Bid & Quote

Purchasing 22. Workflow Management

Price Maintenance 23. Consignment

Inventory Mgmt & Planning 26. Electronic Payments
General Ledger 27. Rehates

Accounts Payable 28. Demand Planning

1
2
3
4
5
6
7.
8.
9.
10.
11.

Warehouse Management 29. Extension Solution

s
U1

International Currency 30. Advanced Inventory Management

40. File Maintenance Menu
41. Cross Application - Mst Menu . Maintenance Inquiry
42. Master Menus . Kelly Paper Main Menu
(c) 1992-2012 Infor
Ready for option number or command

22/007

oz k2 viba M Mi 2 ©® U@ S W g [Erm s |-row gu’

Step Action

35. From the A-+ Main Menu: Type "1".




File Edit View Communication Actions Window Help

E(E] | v 2 8l @l

Infor Distribution A+ - Main Menu
Menu: APLUS

Order Entry 16. Radio Frequency

Inventory Accounting 17. Point of Sale

Accounts Receivable 18. Value Added Services
Sales Analysis 18. ebusiness & Communication
Bill Of Material 20. Bid & Quote

Purchasing 22, Workflow Management

Price Maintenance 23. Consignment

Inventory Mgmt & Planning 26. Electronic Payments

© ~NOU A WN -

©

General Ledger 27. Rebates

N
o

Accounts Payable 28. Demand Planning
Warehouse Management 29. Extension Solution
International Currency 30. Advanced Inventory Management

o
[T

40. File Maintenance Menu
41. Cross Application - Mst Menu . Maintenance Inquiry
42. Master Menus . Kelly Paper Main Menu
(c) 1992-2012 Infor
Ready for option nhumber or command

22/008
Snagit 11 Editor LALASERD6 0n 10136.200.56

T lal
Cemng & ow B

Step Action

36. Press ENTER.

Communication Actions Window Help

B A% B8] w6 % M 8 el

Order Entry - Main Menu
Menu: OEMAIN

Enter, Change & Ship Orders
Release Held Orders, Quotes
Backorders & Futures
Delete Open Orders
Release "New Customer" Orders
Release Blanket Orders
0ff Line Order Entry
. Ship Confirm Multiple Orders
INQUIRE: . Customers PRINT: . RGA Slips
Items . Acknowledgements
Open Orders . Pick Lists
Customer Order/Shipment . Invoices

Open Orders by Item . Reports
Shipped Orders by Item . File Maintenance
Order Snapshot . Inquiry
Carrier Order Inquiry
Order Inquiry by P/0 or Order (c) 1992-20812 Infor
Ready for option number or command
>

MAY a MW 22/007

(1902 - Session successfully started LALASERDS on 10.136.200.56

B O ComxvaipaM e ©® WBSE g mrm o |-row 2m’

Step Action

37. From the Order Entry Main Menu: Type "12".
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COMMAND

Order Entry - Main Menu
Menu: OEMAIN

Enter, Change & Ship Orders

Release Held Orders, Quotes

Backorders & Futures

Delete Open Orders

Release "New Customer" Orders
Release Blanket Orders

0ff Line Order Entry

Ship Confirm Multiple Orders

INQUIRE: Customers
Items
Open Orders
Customer Order/Shipment
Open Orders by Item
Shipped Orders by Item
Order Snapshot
Carrier Order Inquiry
Order Inquiry by P70 or Order
Ready for option number or command

> 12

PRINT: RGA Slips
Acknowledgements
Pick Lists
Invoices

Reports

File Maintenance

Inquiry

(c) 1992-2012 Infor

22/009

LALASERDS on 10136.200.56

i) (Erme | gnoon
g (Erm e ] a1

Step

Action

38.

OPEN ORDER INQUIRY

Company?
Salesrep No?
Warehouse?

A/R Call Rep?
Today's Orders:

Type:

Order Status:

Order Hold Code?
Order Number:
Cancel Date:

Req Ship Date:
Order Priority:

M| a
1002 - Session successfully started

-’eonxgwgpgl

Co/Customer? =
Order Source Code? |
User ID

Today only
Overdue

Invoice Only
= Orders Quotes
Returns

Blanket

= Future
Back Orders

Rdy for PS
PS Printed
Rdy for Inv

Inv Printed
Order Held

03/034

LALASERD6 on 10136.200.56

LE =0 | b 6/16/2017




Step Action

39. Click the Warehouse field.

(28] Session A - [24 x
File Edit View Communication Actions Window Help

8] B 2% B @ b 2z o &l

OPEN ORDER IN RY

Company? a1 Co/Customer? o
Salesrep No? o Order Source Code? |
Warehouse? ) User ID
A/R Call Rep? I
Today's Orders: = = Today only

Overdue

Order Type: = Invoice Only Master
Orders Quotes
Future Returns
Back Orders Blanket

Order Status: Rdy for PS Inv Printed
PS Printed Order Held
Rdy for Inv

Order Hold Code?

Order Number:

Cancel Date:

Req Ship Date:

Order Priority:

osiam ||
6/16/2017

Step Action

40. Key in your two digit warehouse number. Type "07".

] Session A~ 24 80

Fie Edit View Communication Actions Window Help

DD S| 5@ = 5 2| 2] &S|

OPEN ORDER IN RY

Company? Co/Customer?

Salesrep No? . Order Source Code?

Warehouse? ‘ User ID

A/R Call Rep? ) )

Today's Orders: . = Today only
Overdue

Order Type: . Invoice Only
Orders Quotes
Future Returns
Back Orders Blanket

Order Status: = Rdy for PS Inv Printed
PS Printed Order Held
Rdy for Inv

Order Hold Code?
Order Number:
Cancel Date:

Req Ship Date:
Order Priority:

MA a MW 05/063
@' 1902 - Session successfully started LALASERDG on 10136.20056

B 9 & oz x§ wi p3 M 1 ey

il
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Step

Action

41.

To view My Kelly orders for your location: Click the Order Hold Code field.

OPEN ORDER INQUIRY

Company? ol Co/Customer? o

Salesrep No? o Order Source Code?

Warehouse? o7 User 1D

A/R Call Rep?

Today's Orders: - Y
0

Today only

Overdue

Order Type: . Invoice Only = Master
Orders Quotes
Future Returns
Back Orders Blanket

Order Status: . Rdy for PS Inv Printed
PS Printed Order Held
Rdy for Inv

Order Hold Code?

Order Number:

Cancel Date:

Req Ship Date:

Order Priority:

B ©® € ou xa w3 fa M wg

Step

Action

42.

Key in Hold Code EH. This code stands for E-commerce Hold. Type "EH".




FilemmEditmaViewms GommnicatiommeArtionsmWindowssHelp

8] Bf 2% BI6)| @ b%| &8 & el

OPEN ORDER INQUIRY

Company? Co/Customer?
Salesrep No? Order Source Code?

Warehouse? ok User 1D

A/R Call Rep?

Today's Orders: = = Today only
Overdue

Type: = Invoice Only Master
Orders Quotes
Future Returns
Back Orders Blanket

Order Status: = Rdy for PS = Inv Printed
PS Printed Order Held
Rdy for Inv

Order Hold Code?

Order Number:

Cancel Date:

Req Ship Date:

Order Priority:

1902 - Session successfully started

2 B O € =i M | @ ] ¥ oy

al

Step Action

43. Press ENTER.

[] Session A- [24
File Edit View Communication Actions Window Help

(8] B A% Bl @ b 2 2] 8l

OPEN ORDER INQUIRY

Company? ol Co/Customer? .

Salesrep No? ) Order Source Code?

Warehouse? User 1D

A/R Call Rep? o

Today's Orders: = Today only
Overdue

Order Type: . Invoice Only M Master
Orders Q = Quotes

Fulfillment Type . . . . Indirect Orders Only (Special Orders
Direct Orders Only (Drop Shipments)
Warehouse Orders Only
Blank = All Open Orders

Payment Type
Carrier Code

LEGE R LR LR R L R L L LR L L R L L LR LR L L

MA) a MW 14/033
@' 802 - Session successfully started LALASERD6 on 10.136.200.56

2 MO C oM e ®UQE® g B8 o |-ror 2N

al

Step Action

44, Press ENTER.
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KELLY | PAPER

OPEN ORDER INQUIRY

Order
No/Gen Type Status WH Customer Reg Ship
LT6G1/00 Order HOLD -- EH O7 ALPHAGRAPHICS US 5/26/17

Selection: ~  [#E=Cnc Date rd Entry Ord Delete
xit [@g=0rd Release =Mark/Unmark =Return

23/013

osiAmM | |

6/16/2017

Step Action

45, Key in the line number to access in ther Selection field. Type "1".

B Se-ion A~ 24 20
File Edit View Communication Actions Window Hel

@] BB At B @ b 2 a8l

OPEN ORDER INQUIRY

Order
No/Gen Type Status WH Customer Reg Ship
LT6G1/00 Order HOLD -- EH O7 ALPHAGRAPHICS US 5/26/17

Selection: 1 = [@4=Cnc Date rd Entry Ord Delete
. i [{g=0rd Release =Mark/Unmark

MAY 23/014
@' 802 - Session successfully started LALASERD6 on 10.136.2(

g O g

Step Action

46. Press F5.




B Secsion A~ [24 % 80
File Edit View Communication Actions Window Help

8] Bf 2% BI6)| @ b%| &8 & el

ORDER ENTRY
Function?

Order No/Seq: LT6GL /

Customer No:
Ship-To No:
Order Source?

Master Order: (New orders only)

End [@=Ship-To Search
@g=Get Next Order

04/019

osiAmM | |

6/16/2017

Step Action

47. To open the order: Type "c".

B Secsion A~ [24 % 80
File Edit View Communication Actions Window Help

8] Bf 2% BI6)| @ b%| &8 & el

ORDER ENTRY

Function?

Order No/Seq:
Customer No:
Ship-To No:
Order Source?

Master Order: (New orders only)

End [@=Ship-To Search rder/Ship Ing =Item Inq
@g=Get Next Order

07/019

LALASERDS on 10.136.200.56
osiAmM | |

B onemr

Step Action

48. Press ENTER.
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KELLY | PAPER

ion Actions Window Help

&cf| 8 @l

Addri:  dba of LITVACK ENTERPRISES INC  Phone: LT6G1/00

Addr2: 2717 WILSHIRE BLVD (310) 453-7559 Extn:

Rddr3: .., Comtast?
Addr4: IR I A A A I RO I R R A A R A R A B A R B A S A A A I RO
City:  SANTA MONICA  St/Prov?

Country? US Zip/Pstl:

Sold To:  1/0000806578 ALPHAGRAPHICS US 763 CHANGE ORDER

Ship T

Addr1 .

Addrz: ... .. (318) 453-7559
Addr3: R o o Contact?

Addr4: R o o

City: R ) ) o St/Prov?

Country? Zip/Pstl: o .

PO No: Steve Litvack Req Ship _52617 Blanket: N
FoB cb? Exp Ship: ! 7

Carrier? PCKUP Pickup Carrier Entry Dt: 52617

Open Time 0 Close Time: 0 Drp Shp: N

Note: Warehouse? 07 Kelly P
Terms? 1 NET 10 3,

S'Rep? 10020 Southern California

28 FE-cnd

951 AM
6/16/2017

Step

Action

49.

Process the order according to the My Kelly Online Orders Procedure.




