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Summary of Changes 
Revision 1 Modification 2 6/3/15 

¶ Updated URL to Knowledge Base links. 

¶ Removed System Parameters text from this guide and added link to Knowledge Base topics 
instead.  

Revision 1 Modification 0 8/15/2013 

¶ All user interfaces have been completely overhauled and reorganized to enhance the 
usability of the program.   

¶ A new Setup Guide helps you establish the most basic settings when a new store data file is 
created. The Store Setup Wizard is still accessible to adjust more advanced settings. 

¶ Other ñWizardsò have been added to lead new users through certain functions of the 
program, such as for the purpose of importing data into the store data file. Otherwise, the 
basic functionality of the program has not changed from the Version 5.9 series. 

¶ The External Stack is no longer supported. 

¶ To print FedEx shipping labels directly through Stone Edge, you must use zFirmôs ShipRush 
for FedEx software. Stone Edge Technologies provides a free license for ShipRush to those 
customers with a current support contract. Contact the Sales department to obtain the license 
code.  
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1 Getting 
Started 

This chapter includes the sections listed below, which briefly describe The Stone Edge Order 
Managerôs capabilities, requirements, and how to get started: 

Overview: The Stone Edge Order Manager 7.0 

System Requirements 

Installation ï Quick Start Guide 
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Overview ð The Stone Edge Order Manager Version 7.0 

What is The Stone Edge Order Manager?  

The Stone Edge Order Manager is a complete back-office system for single or multi-channel 
merchants. Orders from Web stores, retail locations (Point-of-Sale), and traditional Mail Order 
businesses are managed in this single application which provides practical customer, inventory, 
and order management tools. You can process orders and manage inventory from multiple Web 
stores in the same system and retain the unique branding of each individual store. The Stone 
Edge Order Manager is compatible with many shopping cart systems and Marketplaces, including 
the following: 

          

 

    

      

 

               

 

       

http://www.stoneedge.com/cartmatrix.htm
http://www.stoneedge.com/amazon.htm
http://www.stoneedge.com/OrdManoscommerce.htm
http://www.stoneedge.com/shopsite1.htm
http://www.stoneedge.com/yahoo.htm
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The Main Menu 

The Main Menu has been re-designed to improve your experience. Many of the basic program 
functions are now broken down into wizard-like processes. Manual Orders (Create a New Order 
> For a New Customer) and importing data from an external source (Manage My Inventory > 
Import My Inventory -File) are two examples of this change. 

The Accordion menu on the left is used to navigate to various functional areas of the program. 
What would you like to do? short-cut buttons help you get to the most commonly used screens 
quickly. These buttons can be configured differently for each workstation through the Settings 
menu. 

 

In addition to configuring personal preferences, the Settings menu is also the new location of 
most of the functions formerly found in the Maintenance Menu.  

Some activities formerly housed in the Maintenance Menu have also been moved to the 
Accordion menu of the appropriate function screen. For example, the Revise Line Item button is 
now a link on the Items tab of the Process Orders Accordion Menu. Main Menu > Process My 
Orders > View and Process My Orders > Items > Revise Line Item. 

To return to the Main Menu from any location, click Main.  

Note: The exact appearance of the Main Menu depends on parameter settings.  

Subscriptions 

Subscriptions  opens Stone Edgeôs companion product, Subscription Manager, for recurring 
orders. This button is only visible if a license has been purchased and the product is installed. 
Refer to the Subscription Manager Knowledge Base topics for more information about using the 
product.  
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Log Off 

Log Off  allows another user to log into Stone Edge on a given workstation without exiting the 
application. This button is only visible if the Security system is enabled. Refer to Logging in to The 
Stone Edge Order Manager, in Chapter 2, for more information. 

Switch Stores 

Switch Stores provides a list of previously opened store data files or their ODBC connections. 
Select a store from the list and click Open, or select the Folder icon to navigate to the location of 
a different store file or backup file. Some merchants may have multiple, unrelated Stone Edge 
Order Manager stores for business that do not share the same inventory. See Switching Stores, 
in Chapter 2, for more information. 

Tasks 

 opens the View Notes & Tasks screen. The label text is red if a task is assigned to the current 
user. Tasks can only be assigned when the Security system is enabled, but Notes are always 
available. Notes can be added to customer, supplier, and order records. Refer to Checking 
Notes and Tasks, in Chapter 2, for more information. 

Exit 

 Closes the application.  

Main 

 Return to the Main Menu after viewing other screens. 

What would you like to do? 

 This section of the Main Menu contains programmable buttons which provide quick access to the 
commonly used areas of the program. Go to the Settings menu to make your selections. 

Todayôs Data 

 This section of the Main Menu shows the individual running total of orders from various sources 
as well as the Combined total from all sources. Click on one of the categories to see more 
detailed information. Use View My Orders or View Selected Order to open the Process Orders 
screen. The Total field shows the sum amount from all orders received in the current day. 

Settings 

 Select user preferences for Quick Clicks and short-cut buttons or make a selection from the 
accordion.  
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Info 

 Select Info to view Company & Connections information, such as the current program 
version, the location of the store data file and the shopping cart systems which are configured, 
etc. 

To return to the Main Menu, click Main.  

Help 

 Select Help to submit a support ticket, visit the Knowledge Base, view Training Videos, 
review Release Notes and Support Policies, etc.  

To return to the Main Menu, click Main.  

Import My Orders 

The section of the Main Menu is where activities related to importing orders from a Web store are 
accessed: 

Import My New Orders 

Import My Old Orders 

View My Shopping Carts 

View My Import Template(s) 

View My Batch Report List 

 

Refer to Importing Orders, in Chapter 7, for more information 

Process My Orders (Process Orders)  

This section of the Main Menu is where orders from any source (Manual orders, Web orders, and 
POS) are viewed. Orders can be manually approved or cancelled, payments, returns or 
exchanges can be managed, shipping labels can be printed, and tracking information can be 
entered manually through View and Process My Orders. To approve, cancel or collect payment 
for a batch of orders, use the Multi-Order Processor. You can also enter criteria to search for a 
particular order by selecting Find an Order.  

View and Process My Orders 

Find an Order 

Multi-Order Processor 

 

Refer to Viewing Orders, in Chapter 7, for more information. 

Ship My Orders  

This section of the Main Menu is where you can prepare your orders for shipment. Businesses 
that are large enough to have dedicated packing or shipping workstations normally use these 
screens rather than the Process Orders screen (View and Process My Orders) to print shipping 
labels. Choose the Pack & Ship screen to confirm items as they are packed and print a shipping 
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label through one of our integrated solutions, or use the QuickShip screen to simply print the 
shipping label through one of our integrated shipping solutions. 

Pack My Orders 

Ship My Orders 

 

Refer to Chapter 8, Packing Orders, for more information.. 

Create a New Order  

This section of the Main Menu is where you create a manual order or open the Point- of-Sale 
system. For a New Customer and For an Existing Customer are both for placing phone, fax or 
mail orders. The latter selection gives you the ability to search for an existing customer record 
rather than manually entering the customer data. The Point-of-Sale system is a virtual cash 
register used for brick and mortar store orders.  

For a New Customer 

For an Existing Customer 

Point-of-Sale 

 

 Refer to Entering Orders Manually, in Chapter 7, for more information. 

Manage My Inventory  

This section of the Main Menu is where your product, supplier and purchase order information 
added, viewed, changed, imported or exported:  

View and Manage My Inventory 

Import My Inventory - File 

Import My Inventory - File 

Import Cost, Price & Weight 

Export My Inventory  

Manage My Suppliers 

Import My Suppliers 

Manage My Purchase Orders 

 

Refer to the section entitled Importing Existing Databases, found later in this chapter, as well 
as Chapter 3, Managing Inventory. 

See Chapter 4, Managing Suppliers and Purchase Orders.. 

Manage My Customers  

This section of the Main Menu is where information about your customers is added, viewed, 
changed, imported or exported:  

View and Manage My Customer 

Import My Customers - File 

Import My Customers - File 
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Export/Email My Customers  

 

Refer to Chapter 5, Viewing Customers, for more information. 

Refer to the section entitled Importing Existing Databases, found later in this chapter, as well. 

Run My Reports  

This section of the Main Menu is where information you can run Stone Edge or Communiqué 
reports, view the batch print queue or dashboard statistics: 

Run My Management Reports 

View My Batch Report List  

Open My Dashboard  

Open Communiqué  

 

Refer to Chapters 2 and 10 for more information. 

Communiqué  

Altaireonôs Communiqué  is a feature-rich desktop based professional grade reporting tool that 
allows you to extract detailed information from The Stone Edge Order Manager regarding their 
online businesses. Communiqué offers a Dashboard feature to help merchants keep pace with 
changing trends and make educated business decisions in a timely fashion.  

The Stone Edge Order Manager contains an integrated ñliteò version of Communiqué that can be 
accessed from the link in the Reports section of the Main Menu. The lite version contains the fully 
functional Dashboard feature and twenty-five free reports with no limitations. The remaining 
standard reports are limited to a single page and will contain a watermark. If you decide to 
purchase an upgrade to the full version of Communiqué, the remaining standard reports are 
unlocked and you are sent a link where they can download the latest setup file to install the full 
version of the product. When launched, The Stone Edge Order Manager checks the expected 
location to see if the full version is installed, and if it does not find it, the program uses the lite 
version instead. For more information, visit Altaireonôs website. 

Quick Clicks 

Quick Clicks are links which take you to a commonly accessed areas of the program. The links 
which appear in the Quick Clicks tab are user definable. Use the Settings menu to set your 
preferences by workstation. You can see the list of possibilities on the Stone Edge Settings page. 
The default settings of the Quick Clicks are: 

System Parameters 

 Configure the appearance or behavior of The Stone Edge Order Manager.  

Store Setup Wizard 

 Another interface where you configure many of the The Stone Edge Order Manager settings. It is 
also accessible through the Advanced Settings tab of the Setup Guide which is launched when a 
new store file is created. You can return to the Store Setup Wizard to alter settings at any time.  

Inventory 

http://www.altaireon.com/communique/tour/comm_tour_dashboard.html
http://www.altaireon.com/communique/comm_main.html
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 Add, view or alter product records.  

Suppliers 

 Add, view or alter supplier records. 

Purchase Orders 

 Add, view or alter supplier records. 

Custom Report Maintenance 

 Import, export and manage the non-standard reports which appear on the Report Menu. Refer to 
Custom Report Maintenance, in Chapter 2, for more information. 

Shopping Carts 

 Define your web stores in The Stone Edge Order Manager and import orders.  

Compact Data File 

 Recover unused disk space left over from deleted information and rebuilds all the indexes in the 
Microsoft Access store database and the OMTemp database. Compact an Access store data file at 
least once a week. Backup the data file prior to compacting it. Refer to Managing the Database in 
Chapter 2, for more information.  

SQL databases are not affected by this and must be maintained through SQL database management 
tools, such SQL Server Management Studio.  

Backup Data File 

 Copies the current storeôs data file to the archive directory with a different name. Refer to Managing 
the Database, in Chapter 2, for more information. Back up your data file at the end of each business 
day. Backup copies can also be manually created via Windows Explorer or My Computer using the 
Copy and Paste functions. It is strongly recommended that any backup copies are included in your 
off-site backup procedures.  

The information contained in your data file(s) is unique to your store(s). It contains all of your 
customer, order, and supplier records in addition to all of the system settings you entered in System 
Parameters. If the production store data file is lost or becomes corrupted, your most recent backup 
can be restored. Data entered since the last backup file was created must be re-entered. 

SQL databases are not affected by this and must be maintained through SQL database management 
tools, such SQL Server Management Studio 

Daily Audit 

Resolve your income within the system and reconcile the funds in your cash register(s) at the end of each 
day. The Daily Audit can be configured to include all order information entered into the Point of Sale 
(POS) screen and the Web, or just the order information entered into the POS. Refer to Auditing Shifts, 
in Chapter 6, for more information. 
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Settings Menu  

Settings  contains many functions previously found in the Maintenance menu. It is also where 
user preferences for Quick Clicks and What would you like to do? short-cut buttons are 
configured. 

 

Stone Edge Settings 

Default Preferences 

Choose the screen you want each short-cut button to open from its drop-down list. 

Quick Clicks 

Choose program locations to appear in the Quick Clicks tab by selecting them, in sequence, from 
the drop-down lists. 

Hide or Show Microsoft Access Ribbon 

Select the appropriate radio button to hide or show the ribbon. 
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Settings Accordion 

The Settings accordion  is comprised of the following sub-sections: Data Functions , System 
Functions , Order Functions, Shipping Functions , Inventory Functions, and Report Functions. 
Select a tab in the Accordion to see the list of activities available in each section. 

Click Main to return to the Main Menu. 

Data Functions 

This section contains the following activities: 

Accounting Export Setup  

Archive Old Data 

Assign Carts to Orders 
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Backup Data File 

Bronto Contact Export 

Clear Transaction Flag 

Compact Data File 

Convert to SQL Server 

Export Accounting Data 

List Maintenance 

Payment Methods 

Re-Import Archived Orders 

Road Trips 

Setup Custom Fields  

To return to the Main Menu, click Main.  

System Functions 

This section contains the following activities: 

Create New Store  

Point-of-Sale Setup  

Security Options  

Set System Parameters  

Shopping Carts  

Status Events  

Store Setup Wizard 

Update License File  

Order Functions  

This section contains the following activities: 

Approval Rules 

Coupons 

Daily Audit  

Discounts 

Order State Rules 

Point-of-Sale Setup  

Sales Tax Rates 

To return to the Main Menu, click Main.  

Shipping Functions  

This section contains the following activities: 

Batch Drop-Ship 

Copy Shipping Queries 
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Fulfillment 

Import .csv Tracking Numbers 

Import PPP Tracking Numbers 

Process DAZzle Batch 

Process Tracking Numbers 

Shipping Export Templates 

Shipping Setup 

ShipWire: Import Tracking Numbers 

ShipWire: Synchronize QOH 

UPS WorldShip Setups 

View or Void FedEx Shipments 

View or Void UPS Shipments 

To return to the Main Menu, click Main.  

Inventory Functions  

This section contains the following activities: 

Assemblies 

Build Sub-SKUs 

Change SKUs 

Change Suppliers 

Enter Barcodes 

Fill Backorders 

Global Editor 

Initialize FIFO Data 

Kits 

Levels 

Multi-Record & Price Editor 

Scan Non-PO Items 

Standard Messages 

Transfer Inventory 

To return to the Main Menu, click Main.  

Report Functions  

This section contains the following activities: 

Custom Report Maintenance 

Email Template Editor 

Print Recovery 

Set Report Options 

To return to the Main Menu, click Main.  
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System Software Requirements  

Refer to the Knowledge Base topic for the most current information about system requirements. 

Installation ï Quick Start Guide 

 The Stone Edge Order Manager can be used on a single workstation or across a local area network 
(LAN). The program was not designed to be used across the Internet with Terminal Services, however 
some of our customers use the program in that manner. Stone Edge Technologies, Inc. does 
not recommend this and it is not covered by your support contract. 

The default location of The Stone Edge Order Managerôs application files is in the c:\StoneEdge directory. 
It is highly recommended that you do not change this, but if absolutely necessary, a different 
location on the c:\ drive may be specified. Doing so may cause problems with other third-party add-ons, 
such as Endicia DAZzle, if the target PC does not include a hard drive with the letter assignment of 
ñc:\ò.  

For step by step instructions to install the program and perform minimal configuration, see the Quick 
Start Guide for Stone Edge 2012, which is available at the Knowledge Base > Additional Resources, 
the download gateway, and also in the program installation folder.. 

http://www.stoneedge.com/help/mergedProjects/om7/System_Requirements.htm
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2 Configuration 
and 

Maintenance 

This chapter provides additional information about The Stone Edge Order Managerôs many 
parameters, lists and options. Many of them can be set via the Setup Guide or Store Setup 
Wizard, while others can only be set via the system parameters. Routine maintenance 
procedures are also discussed in this chapter. Please review them carefully and become 
familiar with the processes before a business disaster occurs.  

The sections of this chapter are: 

Import Inventory Setting System Parameters  

Import Cost, Price, or Weight Payment Methods 

Import Customers Email Templates 

Managing Coupons List Maintenance 

Managing Discounts Initializing FIFO Data 

Checking Notes and Tasks Accounting Export Setup 

Managing Custom Fields Managing Multiple Stores 

Dashboard Maintaining Your Database 

The Stone Edge Order Manager 
Security 

Custom Report Maintenance 

Import Inventory 

From an external file  

The Stone Edge Order Manager makes it easy to import product information from a Microsoft Access 
(.mdb) file or a comma- (.csv) or tab-delimited text (.txt) file. 
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1. Go to Main Menu > Manage My Inventory > Import My Inventory - File. 

2. Type in the path to the text file or database that contains the data to be imported, or click the 
Folder to navigate to the location of the file. If a database is used, the table containing the 
data must also be selected. 

3. The program displays the records from the input file at the bottom of the screen. If the input 
file contains headers, the program attempts to map them to the appropriate Stone Edge fields 
automatically. Manually map any fields the program is not able to distinguish later in this 
process. 

4. Click Next to proceed to the Import Options tab. 

5. Change the default settings of the Field Delimiter field and First Row Contains Field 
Names check box as needed to match your input file. 

6. Choose the mode the import process should follow by selecting or clearing the Start by 
Deleting All Existing Products, Create New Products, or Modify Existing Products, 
check boxes.  

7. Optional: To add a supplier record at this time, click Add New and enter basic information 
about the new supplier. Once added, the new supplier is listed in the Default Supplier drop-
down list.  

8. Determine how the program handles Quantity on Hand information during the import. Select 
Replace to substitute the value in the input file for the value in the existing product record, or 
select Add to  and change the QOH in the product record to the sum of the existing value 
plus the QOH value in the input file. 

9. Click Next to proceed to the first page of the Inventory Fields tab and map those fields, as 
needed. 

10. Click Next to proceed to the second page of the Inventory Fields tab and map those fields 
as needed. 

11. If custom inventory fields are defined, click Next to proceed to the first page of the Custom 
Fields tab which contains custom Text and Integer inventory fields. Map those fields to fields 
in the input file, as needed. 

12. Click Next to proceed to the second page of the Custom Fields tab, which contains custom 
Currency and Date inventory fields. 

13. Click Next to proceed to the Web Fields tab and map those fields as needed. Most of these 
fields are shopping cart specific and may not apply to your shopping cart system. 

14. Click Next to proceed to the Pricing Fields tab, which relates to the multi-level pricing 
feature of the program. Price Level 1 is not listed here because it is covered by the Regular 
Price, On Sale and Sale Price fields on the first page of the Inventory Fields tab. 

15. Click Next  to proceed to the Finish and Import tab. 

16. Select the Backup Before Importing check box to make a backup copy of the program 
tables affected by this process. Click Restore from Backup on the Select File to 
Import  tab if it is necessary to roll-back the changes. For example, if you discover that a field 
was mapped incorrectly, restore the backup, correct the field mappings and repeat the import 
process.  

17. Optional: Click Test Data and the program checks for limited data errors.  

18. Select Begin Import to start the process.  

19. If a backup copy was requested, respond OK to the confirmation message. 

20. The program provides a summary of the outcome of the import process that includes a count 
of any new records added and existing records edited. 

21. Click  OK. 
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From a shopping cart  

The Stone Edge Order Manager is also able to import product data directly from some shopping cart 
systems via the Shopping Cart functions screen. See the Additional Functions section of the specific 
shopping cartôs Knowledge Base topic for details.  

Import Cost, Price & Weight   

The Stone Edge Order Manager makes it easy to import product information from a Microsoft Access 
(.mdb) file or a comma- (.csv) or tab-delimited text (.txt) file. 

1. Go to Main Menu > Manage My Inventory > Import Cost, Price & Weight. 

2. Type in the path to the text file or database that contains the data to be imported, or click the 
Folder to navigate to the location of the file. If a database is used, the table containing the 
data must also be selected. 

3. The program displays the records from the input file at the bottom of the screen. If the input 
file contains headers, the program attempts to map them to the appropriate Stone Edge fields 
automatically. Manually map any fields the program is not able to distinguish later in this 
process. 

4. Click Next to proceed to the Import Options tab. 

5. Change the default settings of the Field Delimiter field and First Row Contains Field 
Names check box as needed to match your input file. 

6. Optional: to associate a supplier with those inventory records that do not already contains a 
Supplier Name or Supplier ID value, select one from the drop-down list.  

7. Optional: To add a supplier record at this time, click Add New and enter basic information 
about the new supplier. Once added, the new supplier is listed in the Default Supplier drop-
down list.  

8. Click Next to proceed to the Cost, Price & Weight tab. 

9. Under Match Items On, clear the field that is not used to determine matching records 
between the input file and Stone Edge, Local SKU or Item Name.  

10. Under Match Suppliers On, if the input file contains a field with supplier name or id 
information, map one of these fields to its Stone Edge counterpart to determine how the 
program should match supplier records. If the file does not contain that information, it is 
possible to leave both fields blank and use the Supplier record selected on the Import 
Options tab instead.  

11. Click Next  to proceed to the Finish and Import tab. 

12. Select the Backup Before Importing check box to make a backup copy of the program 
tables affected by this process. Click Restore from Backup on the Select File to Import tab 
if it is necessary to roll-back the changes. For example, if you discover that a field was 
mapped incorrectly, restore the backup, correct the field mappings and repeat the import 
process.  

13. Optional: Click Test Data and the program checks for limited data errors.  

14. Select Begin Import to start the process.  

15. If a backup copy was requested, respond OK to the confirmation message. 

16. The program provides a summary of the outcome of the import process that includes a count 
of any new records added and existing records edited. 

17. Click  OK. 
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Import Customers 

From an external file  

The Stone Edge Order Manager makes it easy to import product information from a Microsoft Access 
(.mdb) file or a comma- (.csv) or tab-delimited text (.txt) file. 

1. Go to Main Menu > Manage My Customers > Import My Customers. 

2. Type in the path to the text file or database that contains the data to be imported, or click the 
Folder to navigate to the location of the file. If a database is used, the table containing the 
data must also be selected. 

3. The program displays the records from the input file at the bottom of screen. If the input file 
contains headers, the program attempts to map them to the appropriate Stone Edge fields 
automatically. Manually map any fields the program is not able to distinguish later in this 
process. 

4. Click Next to proceed to the Import Options tab. 

5. Change the default settings of the Field Delimiter field and First Row Contains Field 
Names check box as needed to match your input file. 

6. Choose the mode the import process should follow by selecting or clearing the Match on 
Customer ID or Create New Customers check boxes.  

7. Click Next to proceed to the first page of the Customer Fields tab and map those fields, as 
needed. 

8. Click Next to proceed to the second page of the Customer Fields tab and map those fields 
as needed. 

9. If custom inventory fields are defined, click Next to proceed to the first page of the Custom 
Fields tab which contains custom Text and Integer customer fields. Map those fields to fields 
in the input file, as needed. 

10. Click Next to proceed to the second page of the Custom Fields tab, which contains custom 
Currency and Date customer fields. 

11. Select Next  to proceed to the Finish and Import tab. 

12. Select the Backup Before Importing check box to make a backup copy of the program 
tables affected by this process. Click Restore from Backup on the Select File to Import tab 
if it  becomes necessary to roll-back the changes. For example, if you discover that a field 
was mapped incorrectly, restore the backup, correct the field mappings and repeat the import 
process.  

13.  Click Test Data and the program checks for limited data errors.  

14. Select Begin Import to start the process.  

15. If a backup copy was requested, respond OK to the confirmation message. 

16. The program provides a summary of the outcome that includes a count of any new records 
added and existing records edited. 

17. Click  OK. 
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Import Suppliers 

From an external file  

The Stone Edge Order Manager makes it easy to import product information from a Microsoft Access 
(.mdb) file or a comma- (.csv) or tab-delimited text (.txt) file. 

1. Go to Main Menu > Manage My Inventory > Import My Suppliers. 

2. Type in the path to the text file or database that contains the data to be imported, or click the 
Folder to navigate to the location of the file. If a database is used, the table containing the 
data must also be selected. 

3. The program displays the records from the input file at the bottom of screen. If the input file 
contains headers, the program attempts to map them to the appropriate Stone Edge fields 
automatically. Manually map any fields the program is not able to distinguish later in this 
process. 

4. Click Next to proceed to the Import Options tab. 

5. Change the default settings of the Field Delimiter field and First Row Contains Field 
Names check box as needed to match your input file. 

6. Choose the mode the import process should follow by selecting or clearing the Create New 
Suppliers or Modify Existing Suppliers check boxes. Data from the input file is checked 
against the  Supplier ID and Supplier Name values in existing Supplier records. 

7. Click Next to proceed to the Supplier Fields tab and map those fields, as needed. 

8. If custom supplier fields are defined, click Next to proceed to the first page of the Custom 
Fields tab which contains custom Text and Integer supplier fields. Map those fields to fields 
in the input file, as needed. 

9. Click Next to proceed to the second page of the Custom Fields tab, which contains custom 
Currency and Date supplier fields. 

10. Select Next  to proceed to the Finish and Import tab. 

11. Select the Backup Before Importing check box to make a backup copy of the program 
tables affected by this process. Click Restore from Backup on the Select File to Import tab 
if it is necessary to roll-back the changes. For example, if you discover that a field was 
mapped incorrectly, restore the backup, correct the field mappings and repeat the import 
process.  

12. Optional: Click Test Data and the program checks for limited data errors.  

13. Select Begin Import to start the process.  

14. If a backup copy was requested, respond OK to the confirmation message. 

15. The program provides a summary of the outcome of the import process that includes a count 
of any new records added and existing records edited. 

16. Click  OK. 
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 Managing Coupons 

The Stone Edge Order Manager allows you to configure coupons for use in their store. 
Creating a coupon is a way of giving customers a flat or percentage discount that they must 
redeem within a certain time period. These coupons can be redeemed for manually entered 
orders or orders created at the Point of Sale (POS). Manage coupons by navigating to Main 
Menu > Settings > Order Functions > Coupons and clicking the OK button. The system 
displays the existing Coupons: 

 

You can delete a coupon from the system by selecting it and clicking the Delete button. The 
system displays a confirmation dialog. Click the OK button to confirm the couponôs deletion. 
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Adding or Editing Coupons 

Complete the following steps to manage the coupons:  

1. Access the Coupons window. Main Menu > Settings > Order Functions > Coupons 

2. To create a new coupon, click Add. 

  

Note: It is also possible to select a coupon and click the Edit button. In that case, the 
system displays the Edit Coupon window, similar to the one shown above. 

3. Enter a Coupon ID. This is an arbitrary label for the coupon (SKU) that will be 
created. 

4. Enter a Start Date and an End Date for when the coupon is valid.  

5. Enter a Percent Off or Dollars Off amount, depending on your choice of coupon. 

6. Enter a Minimum Order value for the coupon. The coupon is not valid on orders 
below this value. 

7. Enter a Maximum Discount. If this is a percentage coupon, the actual discount on 
the order cannot exceed this amount. 

8. Enter any Notes for the coupon. This could contain a full description of the discount 
and any limitations or comments. 

9. Click the OK button. 

The system creates a coupon with the chosen characteristics. 
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Managing Discounts 

The Stone Edge Order Manager lets you create discounts for orders. These discounts only apply 
to Manual Orders and POS (Point of Sale) orders. Manage order discounts by going to Main Menu 
> Settings > Setup Functions > Discounts. The system displays the Discounts screen: 

 

You can create flat dollar amount discounts or percentage discounts for orders processed by your 
store. To delete a discount, simply select it and click the Delete button. The system displays a 
confirmation dialog. Click the OK button to confirm the discountôs deletion. If you wish to edit a 
discount, you must delete it and create a new one. 

Creating Order Discounts 

Complete the following steps to create discounts for your store: 

1. Open the Discounts window. Main Menu > Settings > Setup Functions > Discounts. 

2. Create an order range to which the discount will apply by entering a Minimum and Maximum 
value. 

3. Enter a % Off or Fixed Discount amount, depending on the type of discount you wish to 
create. 

4. Click the Add button. The system creates the discount.  

Checking Notes and Tasks 

The Stone Edge Order Manager can store notes with any customer, order, supplier, or 
product record. It can also store general notes that are not associated with any of those 
records. Notes can be entered manually or automatically by the program (e.g., when changes 
are made to an order). When the security system is active, you can assign tasks to a specific 
user. Notes do not require the Security system to be turned on. 

Each of the screens listed below allows you to add or view notes.  
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¶ View Notes & Tasks ï Go to Main Menu > Tasks. The task list can also be opened from 
almost anywhere in The Stone Edge Order Manager by pressing the CTRL+Shift+T keys 
simultaneously. This is the ñmainò notes screen where all types of notes or tasks can be 
created or viewed. 

¶ Order Records ï Main Menu > Process My Orders > View and Process My Orders > 
Notes. Create and view notes associated with orders.  

¶ Customer Records ï Go to ï Main Menu > Manage My Customers > View and 
Manage My Customers > Notes. Create and view notes associated with customers.  

¶ Inventory Records ï Go to ï Main Menu > Manage My Inventory > View and Manage 
My Inventory > Notes. Create and view notes associated with inventory. 

¶ Supplier Records ï Go to Main Menu >Manage My Inventory > Manage My 
Suppliers > Notes tab. Create and view notes associated with Suppliers.  

The Stone Edge Order Manager can be configured to add notes to order records 
automatically when an order-related event occurs. For example, it is possible to tell The 
Stone Edge Order Manager to add a note to an order record after an order confirmation email 
is sent to the customer. The body of the email is stored in the note so you can review it at a 
later date. For information on setting the system parameters related to Notes, see the 
Knowledge Base article, Notes. 

Viewing Selected Notes or Tasks 

Complete the following steps to view existing Notes or Tasks: 

1. Click Tasks on the Main Menu or press control/shift/t from almost anywhere in The Stone Edge 
Order Manager and the View Notes & Tasks window appears. 

2. Check the box for Assigned to: or Entered by: to view notes and tasks associated with a 
specific user name. Click the down arrow to select the name from the associated drop-down list. 

3. Select the desired Show: options at the upper right of the window (Notes with Followup Tasks 
or All Notes). 

4. Select the desired Include: options (Past Due & Due today, Due in the Next 5 Days, All Open 
Tasks, or Include Completed Tasks).  

5. All of the notes and tasks matching the specified criteria appear in the lower left-hand portion of 
the screen, regardless of where they were created.  

Adding or Replying to Notes & Tasks 

Complete the following steps to add or reply to a note or task: 

1. Go to a location in the program where Note and Tasks can be viewed (see the beginning of this 
section for more details). If at the main View Notes and Tasks screen, enter the desired criteria 
to produce a list of notes and tasks. Otherwise, skip to step 3. 

2. The View Notes & Tasks window or Notes tab appears: 
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3. Click the Add button and enter the pertinent information. If replying to a note, select the note or 
task from the list and click the Reply button. The Follow Task field will be set to Read this note 
automatically. Enter or alter the desired information. Use the Task Completed or Cancel Task 
buttons to easily mark a note or task as completed or closed. 

4. When finished, click the Save button. 

 

Editing Notes & Tasks 

Complete the following steps to edit (update) a note or task  

1. Go to a location in the program where Notes and Tasks can be viewed (see the beginning of this 
section for more details). If at the main View Notes and Tasks screen, enter the desired criteria 
to produce a list of notes and tasks. Otherwise, skip to step 2. 
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2. Select the note or task to be updated from the list in the lower left-hand box on the form and click 
the Edit button. 

3. The Edit Note window appears: 

 

4. Add another note or alter other information. Use the Task Completed or Cancel Task buttons to 
easily mark a note or task as completed or closed.  

5. Click the Save button when finished. The new note or response is added to the system. 

Searching for Notes & Tasks 

Complete the following steps to search for a note or task: 

1. Go to a location in the program where Notes and Tasks can be viewed (see the beginning of this 
section for more details).  

2. Click on the Search button. The Search for Notes window appears: 

  

3. Enter the desired search criteria. Select Search Current User. 

4. The program returns a list of note or tasks that match the search criteria. Select a note or task 
from the list to be viewed or updated. 
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5. To remove the search criteria and start over, click the Clear Filter button on the View Notes & 
Tasks screen. 

Deleting Notes 

In order to display the Delete button on all the notes/tasks screens, you must first set a System 
Parameter. 

1. Go to Main Menu > Settings > System Functions > System Parameters. 

2. In the Parameter Group box, select Security, then select AllowDeleteNotes. 

3. Set the Parameter Value to TRUE and click Save.  

4. The Delete button becomes visible. 

 

Managing Custom Fields  

Fields store individual pieces of information (product name, price, cost, customer name, etc.) 
in The Stone Edge Order Manager. Related fields combine to create a ñrecordò. A record 
might represent an individual customer, supplier or product, or one line item from an order. A 
collection of similar records is called a ñtableò, such as Customers, Orders or Suppliers. In 
addition to its standard fields, The Stone Edge Order Manager allows for the creation of up to 
twenty custom fields in the Order, Order Detail, Customer, Product, and Supplier tables. 
Those fields appear in the Custom Fields tab of their respective windows (e.g., Custom 
Order fields appear in the Process Orders window, Custom Supplier fields appear on 
supplier records, and so on). 

In each case, it is possible to create up to five fields of each type: text, numeric, date, and 
currency. The Custom Field Setup screen is where you configure the appearance and 
functionality of these fields. Go to Main Menu > Settings > Setup Functions > Setup Custom 
Fields. 

http://www.stoneedge.com/help/OM_DOC/custom_fields/Using_Custom_Fields.htm
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Note: Custom fields can also be defined and labeled using the Set System Parameters 
window (search ñcustomò); however, it is only possible to define them as text boxes, not as 
drop-down lists or SQL Statements there. 

Different fields appear based on the field type or display type that is chosen. The following is 
a brief explanation of display options: 

Display as ï This sets the label for the custom field. Use a short name (e.g. Referred By or 
Company Contact) that will uniquely identify the meaning of that field. 

Display Type ï A Text Box allows type text and/or numbers to be entered into the custom 
field. A Combo Box (also known as a ñdrop down listò) forces you to select the field entry 
from a pre-defined list that is entered at the Custom Field Setup screen. For numeric fields, a 
Check Box can be selected. 

List Source ï For Combo Boxes only ï Specify the kind of list to supply the data for this 
field.. There are three options: 

o Unique List ï A list of options that will only be used for the current custom field. Refer to 
Creating a List below.  

o Shared List ï A list of selections that can be used for any custom text or numeric fields. 
Refer to Creating a List below. 

o SQL Statement ï Enter an SQL select statement that populates the list. The SQL 
statement should be in the form ñSELECT FieldName FROM TableNameò or ñSELECT 
FirstFieldName, SecondFieldName FROM TableNameò. It can also include a WHERE 
clause and an ORDER BY clause, such as ñSELECT CustomerID, FullName FROM 
Customers WHERE state=ôpaô ORDER BY FullNameò. If there are two fields in the 
SQL statement, the first field will be stored, and the second field will be displayed. For 
instance, it is possible to display supplier names, but store their supplier IDs. Once an 
SQL statement has been entered, click the Test SQL Statement button at the top of the 
screen to validate the statement. 

Date Format ï For date fields, select one of four different ways to display the date entered. 
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Defining Custom Fields 

1. Navigate to Main Menu > Settings > Setup Functions > Setup Custom Fields. 

 

2. Select the type of custom fields (Order, Order Detail, Customer, etc.) to create from the 
Setup custom fields for: drop-down list at the top of the screen. 

3. Choose the tab of the data type of fields you want to define. 

4. Enter a label for the field in the Display as field. Use a short name (e.g. Referred By) that 
will uniquely identify the meaning of that field. 

5. Select the Display Type. Each type of custom field (text, numeric, date or currency) will 
have different Display Type options. 

6. If a Combo Box is selected, also select a List Source. This can be a unique list, a shared 
list, or an SQL statement. If a unique or shared list is selected, the shared list will have to be 
defined. Refer to Creating a List, below. 
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Creating a List  

If a custom field is defined as a Combo Box, you must also define the list of data it contains. 
Whether it will be a unique list or a shared list, the process is generally the same.  

 

1. Choose the type of list you want to create: 

a) If you are creating a shared list, click on the Shared List tab and enter a name for 
the Shared List and click the Save button.  

b) If you are creating a unique list, click on the Text or Numeric Fields tabs. Next to 
fields 1-5, choose a Display Type of Combo box and then select Unique list for 
this field from the List Source drop-down list.  
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c) Click the View/Edit List button. Unique lists do not require you to enter a name. 

 

2. Click the radio button that reflects the number of fields that will be included in the list (1 
field or 2 fields). 

3. For each unique list per Custom Text Field, enter the Text to Store (and Text to 
Display, if the 2 fields radio button is selected) data and click the Save button. The 
system adds the entry or entries to the list on the right. 

4. The order that the entries appear in can be altered by clicking the Up or Down buttons. 

5. When creating a unique list, click the Done button when finished adding data to the list.  

Shared lists can be used for any field that can be displayed as a combo box as long as they 
adhere to the standards of the entry type for the custom field. For example, do not create a list of 
text entries for a custom numeric field. 

Dashboard 

The Dashboard displays vital information about different aspects of their business in a single, 
concise screen. The Dashboard can be accessed by going to Main Menu > Run My Reports > 
Open My Dashboard. 

Note: Dashboard data can be hidden from users who should not have access to this 
information by using The Stone Edge Order Managerôs Security system. 
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When the Dashboard is opened, the storeôs total number of orders is displayed on the bar. 
Select Todayôs Orders or one of the other buttons to see a list of orders which fall into that 
category. Likewise, select the Inventory or Revenue tabs to view that type of data in a 
similar fashion. 

  

Quick View  shows the items on a selected order, while View Order opens the Process 
Orders screen to view all information about the order. 

Click to view list of From values  opens a legend mapping the cart ID to the name of the 
cart. 
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The Stone Edge Order Manager Security  

The Stone Edge Order Managerôs security system lets you control which users have access to 
various options and functions within the program. 

Note: This is NOT a high-security system. It will NOT prevent a knowledgeable Microsoft 
Access user from disabling or working around the system. It is designed to control how different 
users view and use the program. 

The following sections will help you to set up security and manage user access to The Stone 
Edge Order Manager: 

Security Definitions 

Enabling Security 

Managing Users 

Managing User Groups 

Logging in to The Stone Edge Order Manager 

Security Definitions 

Security: If Security is turned on, a User account and password must be created for each 
individual who needs access to the program.   The Stone Edge Order Manager. Security settings 
are unique to each Order Manager store. If you have more than one Stone Edge Order Manager 
store, the security system needs to be setup separately in each store. 

Users: Create a User account for each employee who uses The Stone Edge Order Manager. 
User accounts do not have permissions assigned directly to them. Instead, they inherit the 
permissions of the Group(s) to which they belong. 

Note: If you use Notes or Tasks and wish to record who enters a note, who assigns a task, and 
to whom a task is assigned, a list of users must be created. It is possible to create users even if 
the Security system is not turned on. 

Groups: Create whatever Groups are needed (Cashiers, Packers, etc.) and assign each user to 
one or more Groups. The Admin Group always has all permissions. Other Groups can be given 
permission to use specific forms, buttons, reports, etc. 

Permissions: Permission is required in order to access certain screens, buttons, reports, and 
other features if Security is turned on. Permissions are assigned to Groups. If a specific set of 
Permissions needs to be assigned to just one user, create a Group for that user, set up its 
Permissions, and only assign the one User to that Group. 

Log-In System: If Security is turned on, The Stone Edge Order Manager needs to know how it 
should validate users before allowing them access. It can get that information from one of two 
ways: the Windows login or The Stone Edge Order Managerôs own Security system (which is the 
preferred option). 

http://www.stoneedge.com/help/OM_DOC/Main_Menu/Notes.htm
http://www.stoneedge.com/help/OM_DOC/Main_Menu/Tasks.htm
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Enabling Security 

1. Navigate to Main Menu > Settings > System Functions > Security Options. The system 
displays the Security System window: 

 

Note: If Security is disabled, you only see the Settings and Users tabs. Users can be 
defined even if the rest of the security system is not being used. 

2. To enable Security, select Turn Security On. To disable Security, select Turn Security 
Off. 

Warning: Once enabled, any changes made to Security System settings take effect 
immediately. Be very careful when making changes. It would be wise to make a backup 
copy of the data file before implementing the security system or making significant changes 
to permissions. A user must have sufficient security permissions to disable the security 
system once it is turned on. 

3. Select a Log-In Option. Choose Order Manager to log-in with a Stone Edge Order 
Manager User ID, or Windows, to use Windows authentication to authenticate users. Stone 
Edge Technologies, Inc. recommends using the Order Manager option. 

4. Click the Save button.  

When security is enabled for The Stone Edge Order Manager, the system displays three 
additional tabs on the Security System window: Groups, Group Permissions, and Object 
Permissions. 
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Managing Users 

The Security Settings window allows you to create, edit, and delete the users who have access 
to The Stone Edge Order Manager. Assign or deny certain privileges for users by creating User 
Groups. Refer to Managing User Groups, below, for more information. 

Creating a User 

1. Navigate to Main Menu > Settings > System Functions > Security Options. The system 
displays the Security System window. 

2. Select the Users tab. 

 

3. Click the New button. The system displays the User Info dialog box: 

 

4. Enter a User ID, the Userôs Full Name, and a Password. Repeat the password to verify that 
it was entered correctly. 

5. Click the Save button. The system adds the user to the system and displays it in the drop-
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down list of users. 

The new User ID and Password can be used to log in to The Stone Edge Order Manager.  

Deleting a User 

1. Navigate to Main Menu > Settings > System Functions > Security Options. The system 
displays the Security System window. 

2. Select the Users tab. 

3. Select a user from the User ID drop-down list. 

4. Click the Delete button. The system displays the following dialog box: 

 

5. Click the OK button. The Stone Edge Order Manager removes the selected user from the 
system. 

Editing a User 

1. Navigate to Main Menu > Settings > System Functions > Security Options. The system 
displays the Security System window. 

2. Select the Users tab. 

3. Select a user from the User ID drop-down list. 

4. Click the Edit button. The system displays the User Info window: 

 

5. Edit the record as needed and click the Save button. 

Managing User Groups 

User Groups allow you to control who can use certain screens, buttons, reports, etc. within 
The Stone Edge Order Manager. 
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You can create custom user groups or base them off of the standard User Groups that are 
supplied with the program in order to quickly assign permissions to users. The four user 
groups provided by The Stone Edge Order Manager and their Access levels are as follows: 

User Group Recommended Access 

Cashiers Access to the Point of Sale system only 

Packers Access to the Pack & Ship system only 

Power Users Access to all systems except Security System 

Sales People Most Main Menu options are accessible, but only a few 
maintenance tasks are accessible from the Settings menu. 

Creating a User Group 

1. Navigate to Main Menu > Settings > System Functions > Security Options. The system 
displays the Security System window. 

2. Click the Groups tab. 

3. Click the New button. The system displays the Enter Group Name dialog box: 

 

4. Enter a name for the new group and click the OK button.  

5. The system asks whether to copy permissions from another Group: 

 

6. Click the Yes or No button.  

a. If No is selected the dialog ends and the group is created with minimal permissions. 
A member of the Admin security group can manually tailor the permissions for this 
group from the Group Permissions tab of the Security System window later. 
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b. If Yes is selected, the system prompts for the Group name from which the 
permissions should be copied. Select the appropriate group and click the OK button. 

 

c. Next the program will ask whether to copy all users from another group. 

  

¶ If No is chosen, the dialog ends and users can be manually assigned to the new 
group from the Users tab at a later time. 

¶  If Yes is chosen, the system prompts for the name of the Group from which 
users should be copied. All users in the selected group will be added to the new 
group as well. Individual users can be manually deleted from the new group via 
the Users tab, if necessary. 

 

¶ Select the desired group and click the OK button. All of the users in the selected 
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group have now been added to the new security group and are subject to the 
least restrictive permissions of both groups. 

Adding a User to a Group 

1. Navigate to Main Menu > Settings > System Functions > Security Options. The system 
displays the Security System window. 

2. Select the Users tab. 

3. Select a user from the User ID drop-down list. 

4. Select a group from the All Groups: list. 

5. Click the Add button. The selected group will now appear in the Member of: list. The user 
has been added to that Group and will have the same permissions as other users in that 
Group. To view the permissions of a particular security group, choose one of the Print 
Report buttons on the Groups tab. 

Deleting a User from a Group 

1. Navigate to Main Menu > Settings > System Functions > Security Options. The system 
displays the Security System window. 

2. Select the Users tab.  

3. Select a user from the User ID drop-down list. 

4. Select a Group from the Member Of: list. 

5. Click the Remove button. The selected user will be removed from the Group and will no 
longer have the access rights associated with that Group. 

Deleting a User Group 

1. Navigate to Main Menu > Settings > System Functions > Security Options. The system 
displays the Security System window. 

2. Select the Groups tab. 

3. Select a user group from the Group Name drop-down list. 

4. Click the Delete button and click OK. Only the user group definition is deleted, user ids are 
not affected. 
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Assigning Group Permissions 

The Stone Edge Order Manager allows an administrator to define the permissions for each User 
Group. User Group permissions are assigned to objects. Below are the types of objects that you 
can define. These objects can be defined for nearly any form or process in The Stone Edge Order 
Manager. 

Object Options 

Form Forms are the windows within The Stone Edge Order 
Manager: Main Menu, Manual Orders, MOV, Packing, 
POS, View Inventory, and Process Orders. Access to 
each window can be restricted or allowed with the 
following permissions: 

1. No Access ï user cannot access 

2. Normal Access 

Form 
Control 

These are the buttons or controls on the forms within 
The Stone Edge Order Manager. The controls which 
can be selected depend on the form. Access to each 
control can be restricted or allowed with the following 
permissions: 

1. No Access ï button is hidden 

2. Visible ï Disabled ï button is visible but disabled 

3. Visible ï Enabled ï button is visible and enabled 

Report The ability to run each Stone Edge Order Manager 
report can be restricted or permitted with the following 
permissions: 

1. No Access ï user cannot print report 

2. Print ï user can print report 

Complete the following steps to assign an object to a Group and to control that Groupôs 
permissions within The Stone Edge Order Manager: 

1. Navigate to Main Menu > Settings > System Functions > Security Options. The system 
displays the Security System window. 

2. Click the Group Permissions tab. 

3. Select a group from the Select Group drop-down list. 

4. Select an Object Type (the type of object that you want to restrict the groupôs access to).  

a) If the Form or Report radio buttons are chosen, select a Form or Report from the drop-
down list (the specific object for which access will be restricted or allowed). Skip to step 
5. 

b) If Form Control was selected as the Object Type, select a Form from the drop-down list 
and then also choose an item from the Select Button or Option drop-down list. 

Note: Click Enable All Buttons to let users in the selected group use all of the buttons 
on a form. Click the Hide All Buttons button to hide all of the buttons on a form from 
the groupôs users. Individual buttons or options can be enabled or hidden as needed 
afterwards. 

5. Select a Permission level for the selected form, control, or report (No Access, Visible-
Disabled, Visible-Enabled). 
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6. Click the Save Permission button. 

Note: To remove all permissions for the selected object from the current group, click the 
Remove Permissions for Current Form, Report or Object button at the bottom of the 
screen. To copy the current groupôs permissions to all forms, click the Copy Current 
Group and Permissions to all Forms button (only available if the Object Type is Form). 

Viewing Permissions 

To display all of the permissions for a form or report, go to the Object Permissions tab on 
the Security System window. Select the object type (Form or Report), and then choose a 
form or report from the drop-down list. The system displays all of the permissions for the 
selected object and all of the controls on that object for all of the User Groups defined. Use 
the vertical and horizontal scroll bars to navigate through the list. 

 

Logging into The Stone Edge Order Manager 

If the internal Security system is enabled, users must log in with a User ID and password. 
User accounts are created within The Stone Edge Order Manager Security System, or The 
Stone Edge Order Manager can be configured to accept usersô Windows accounts for 
authentication. Refer to the previous section, Enabling Security, for more information on 
configuring the security options for The Stone Edge Order Manager. 
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If the Security feature is enabled, the system displays the Stone Edge Order Manager Log-In 
screen whenever the application is launched or when the Log Off button on the main menu is 
selected. (Log Off is only visible when the internal security system is enabled.) 

 

Complete the following steps to log in to The Stone Edge Order Manager: 

1. Enter your User ID and Password on The Stone Edge Order Managerôs Log-In window. 

2. Click the OK button.  

The application is opened and The Stone Edge Order Managerôs Main Menu is displayed. 

Changing a User Name or Password 

Complete the following steps to change a user name or password. 

Note: This allows the full name associated with a Stone Edge Order Manager User 
Account (and its password) to be changed; it does NOT allow you to change your User ID. 

1. From the Log-In window, enter your User ID and Password. 

2. Select the Change Name/Password check box. 

3. Click the OK button. The system displays the Enter Full Name dialog: 

 

4. Enter a new name to associate with the user account and click the OK button. The system 
displays the Enter Password dialog: 
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5. Enter a new password and click the OK button. The system displays the Enter Password 
Again dialog: 

 

6. Re-enter the password and click the OK button. The system displays the Password 
Changed confirmation: 

 



     Configuration and Maintenance 
 

The Stone Edge Order Manager Userôs Guide 42 
 

Setting System Parameters 

The Stone Edge Order Manager can be tailored to the way your business operates. One way to 
accomplish this is through the setting of ñsystem parametersò. The program contains hundreds of 
system parameters that control everything from the company information appearing on invoices, 
to how credit cards are processed. Some parameters get set automatically when choices are 
made via the Setup Guide, Store Setup Wizard, or setup screens. Others must be changed 
manually at the Set System Parameters screen. To make the parameters easier to work with, 
they are divided into Parameter Groups, such as Barcodes, Credit Cards, or Program, etc. 

IMPORTANT: It is highly recommended that you spend time familiarizing yourself with the 
various system parameters, as they have a direct impact on the operation and function of The 
Stone Edge Order Manager. 

Access the Set System Parameters window by clicking the System Parameters button in the 
Quick Clicks section of the Main Menu or by navigating to Main Menu > Settings > System 
Functions > Set System Parameters. 

 

The System Parameters dialog box is divided into five sections. In the top left area of the form is 
the Parameter Group list. When you select a group in this box, a description of the parameter 
group appears in the Description of Parameter Group area.  

All of the parameters for the selected group appear in the Parameters in Selected Group area 
directly below the Parameter Group list box. When a parameter is selected, a description of the 
parameter appears in the Parameter Details area.  

Just below the Parameter Details box is the Parameter Value section of the form where the 
current setting of the parameter can be viewed or changed. Depending on the type of parameter 
selected, a text box, combo box with a list of options, or a Boolean (true/false) option is visible. 
Select or enter the desired value and click the Save button. 

Refer to the online Knowledge Base for more information on setting System Parameters. 

http://www.stoneedge.com/help/OM_DOC/sys_parameter/System_Parameters.htm


     Configuration and Maintenance 
 

The Stone Edge Order Manager Userôs Guide 43 
 

Searching for a Parameter 

The Search for: field makes it easy to find a specific system parameter. If you know all or part of 
the name of a parameter, enter it in the Search for: field in the top of the form and press the Tab 
or Enter key on your keyboard. Any parameters that include the text you typed appear in the 
Parameters in Selected Group list box. For example, if you search for ShipDate, you will see a 
list of several parameters including AllowSetActualShipDate, and MoveAfterSetShipDates. 
The search feature is a good way to find all parameters that have to do with a particular subject.  

Search Tip: Parameter names have no spaces between words. For example, if you were 
searching on ñtracking numbers,ò type ñtrackingnumbersò into the Search for: box. You can 
also select the Show All Parameters check box to browse all of the system parameters. The 
system displays all of the parameters in the Parameters in Selected Group list. 

Defining System Parameters 

1. Navigate to Main Menu > Settings > System Functions> Set System Parameters. 

2. Search for a parameter, or select the parameter group and parameter that you wish to set. 

3. Edit the parameter: 

a. To change a text parameter, edit the text contained in the Parameter Text field. 

b. To change a numeric parameter, enter a numeric value in the Parameter Value field. 

c. To change a parameter from a required list of options, select the option from the list. 

d. To change a Boolean parameter, select either True or False. 

4. Click the Save button. 

Note: If you do not click the Save button before clicking another parameter or closing the 
Set System Parameters window, your changes are NOT saved. 
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PC & Cart Based Parameters 

Most system parameters apply to the selected Stone Edge Order Manager store. However, some 
system parameters can be set for specific workstations or shopping carts. The PC & Cart Based 
Parameters button in the top right corner of the Set System Parameters window opens the 
Special System Parameters window, where you can work with workstation and cart-based 
parameters.  

  

When processing an order, The Stone Edge Order Manager checks for workstation-based 
system parameters first. If none are found, it checks for shopping cart-based system parameters 
that apply to the shopping cart from which the order originated. If no special system parameters 
are configured, the program uses the default system settings. 

Select the Workstation option in the Show parameters for: section in the top left corner of the 
dialog box. The workstations in the current Stone Edge Order Manager store are listed in the 
Workstation Name area. The parameters that can be set for individual workstations are listed in 
the Parameter Group area.  

Note: If you use The Stone Edge Order Manager on a Local Area Network (LAN), before you 
can set any workstation based parameters, you must build a list of the workstations on your 
LAN. See List Maintenance, later in this chapter for instructions on creating a list of 
workstations. 

Select the Shopping Cart radio button in the Show parameters for: section in the top left corner 
of the dialog box. The shopping carts available in the current store are listed in the Shopping 
Carts list box. The parameters that can be set for each cart are listed in the Parameter Group 
list box.  

Complete the following steps to set a workstation or cart-based parameter: 

1. Navigate to Main Menu > Settings > System Functions > Set System Parameters. 

2. Click the PC & Cart Based Parameters button on the Set System Parameters screen. The 
system displays the Special System Parameters window. 

3. Select Workstation, or Shopping Cart.. A list of workstations (previously entered at List 
Maintenance) or shopping carts appears. 

4. Select a workstation or shopping cart from the list. To set a parameter for the current 
workstation, click the This Computer button. 

http://www.stoneedge.com/help/OM_DOC/sys_parameter/specialparms.html
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5. Select a Parameter Group, and then select a parameter in the Parameters in Selected 
Group list box. 

6. The system displays standard fields for entering and setting parameters. Refer to the 
previous section, Defining System Parameters, for more information about setting these.  

7. Edit the parameter as you wish and click Save. 

Note: You can click the List Maintenance button at the bottom of the screen to work with 
lists. Refer to List Maintenance, later in this chapter, for more information on entering lists. 

Payment Methods 

The Stone Edge Order Manager comes with a standard set of payment methods: 

¶ Visa 

¶ MasterCard 

¶ Discover 

¶ AMEX (American Express) 

¶ PO (Purchase Order) 

¶ C.O.D. (Cash On Delivery) 

¶ Check 

¶ Cash 

¶ Generic 1 

¶ Generic 2 

¶ eCheck 
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The Payment Methods window lets you create additional payment methods (i.e., PayPal or 
European credit cards). It is important to have payment methods in The Stone Edge Order 
Manager that match the payment methods that you use in your shopping carts on the Internet. 

 

If the payment method is a credit card, you must enter the Bank Identification Number (BIN) or 
range of BINs used by the card issuer. BINs are used to determine the credit card type (e.g., Visa 
or MasterCard) when the payment is processed through your payment gateway. 

Typically, credit card numbers that start with the number 4 are issued by Visa; however, Switch 
also uses card numbers that begin with the number 4. Contact the card issuer for an individual 
BIN or range of BINs. If the card type only uses one BIN, enter it in the Single BIN or Starting 
BIN field. If the card uses a range of BINs, such as 456000 to 456099, enter the first number in 
the range (456000) in the Single BIN or Starting BIN field, and enter the last number in the 
range (456099) in the Ending BIN field. The Stone Edge Order Manager automatically generates 
the range of BINs for this payment method and lists them in the BINs list box. 

Keep in mind that BINs are used to determine the card type only. BINs are not used to validate 
the credit card number. That function is performed by your payment gateway. 
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Creating a New Payment Method 

Complete the following steps to create a new payment method for your store: 

1. Navigate to Main Menu > Settings > Data Functions > Payment Methods.  

 

2. Select Add New. Enter a unique name for the Payment Method. The name must exactly 
match the payment method name used by your shopping cart. 

3. Select OK. 

4. If the payment method is not a credit card, skip to step 5. If the payment method you are 
entering is a credit card: 

a. Check Is a Credit Card. 

b. Click the Include Start Date and/or Include Issue Number check boxes, if 
necessary. These options only apply to the European credit cards Switch, Delta, 
Solo, and Electron.. 

c. Enter its Bank ID Number (BINs) in Single or Starting BIN. 

Note: A Single BIN or Starting BIN includes up to the first six digits of the credit card 
account number. 

d. If the method uses a range of BINs, enter an Ending BIN. 

e. Click the Add button.  

5. Click the Close button to exit the Payment Methods window. 
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Note: If you enter an incorrect value for the BIN, click the value in the BINs list and 
click the Delete button. 

Deleting a Payment Method 

Complete the following steps to delete a payment method: 

1. Navigate to Main Menu > Settings > Data Functions > Payment Methods 

2. Select the method that you would like to delete from Existing Payment Methods. 

3. Click the Delete button. The system displays a confirmation dialog. 

4. Click the OK button twice to confirm the deletion of the payment method. 

Email Templates 

The Stone Edge Order Manager can send email messages to customers and suppliers. It uses 
ñemail templatesò to determine the content of the messages. The process is similar to a word 
processorôs ñMail Mergeò function. The Stone Edge Order Managerôs Email Template Editor lets 
you create and edit your own email templates or edit any of The Stone Edge Order Managerôs 
standard email templates. You can enter text and tags in the template and then preview it using 
actual data from your store.  

Messages can be sent in plain text, in both plain text and HTML, or in HTML only. If you send a 
message in both plain text and HTML, the recipient sees the message in one format or the other, 
depending on how the recipientôs email program is configured. We recommend that you send 
email in both plain text and HTML to increase the chances that your customers will see the text 
correctly.  

Note: The ability to send HTML email messages is only available if you use The Stone Edge 
Order Managerôs built-in SMTP email system. The EmailSendMethod òsystem parameter must 
be set to Order Manager. This parameter is automatically set when you choose ñDirect via 
SMTP Serverò (i.e., the Stone Edge Order Manager) as your method for sending email on the 
Email Tab of the Store Setup Wizard.  

Wherever you can preview and edit email in The Stone Edge Order Manager, you can preview 
both the plain text and HTML versions of messages (if there is an HTML section in the selected 
email template), but you can only edit the plain text version.  

http://www.stoneedge.com/help/OM_DOC/email/emailsetup.html
http://www.stoneedge.com/help/OM_DOC/email/emailsetup.html
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Editing an Email Template 

Complete the following steps to edit an Email Template: 

1. Navigate to Main Menu > Settings > Reporting Functions > Email Template Editor. 
The system displays the Email Templates window: 

 

2. Select a Template to edit from the drop-down list. Note: Any text in the editor window 
between the tag markers, << >>, is a ñtagò that is replaced with actual data when the 
email is sent. You can view email with data inserted by clicking one of the Test With: 
buttons.  

3. Put the cursor anywhere in the editor window to add or edit text.  

4. The list of available tags, which represent data fields in your storeôs database file, is on 
the left of your screen. To view a specific category of tags, select a group at the top of the 
Tags area.  

5. To insert a tag, click in the editor window where you want the tag to appear, then either 
double-click the name of the tag in the list on the left, or select the arrow button. 

6. To preview the email template, click one of the Test With buttons at the top of the editor 
window: Orders, Customers, POôs, Drop-ships, Suppliers, or Quotes. The system 
displays what the email will look like when it is sent. 
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Note: It is important to test a template with the proper type of data. For example, tags 
related to orders or suppliers will not display correctly if you test the template with 
Customers.  

 

Note: If you select a template with HTML, you  have the option of previewing with just 
Text or with HTML. 

7. Use the navigation buttons at the top of the editor window to view the template with other 
available records from your storeôs database.  

8. Click Back to Edit to continue working on your template. 

9. When you are done with your changes, click Save.  

10. Click Close to exit the Email Templates window.  

Creating an Email Template 

Complete the following steps to create a new email template: 

1. Navigate to Main Menu > Settings > Reporting Functions > Email Template Editor: 

2. Click the New button. 

3. Enter a name for the new template and click OK.  

4. You can enter any plain text into the editor window to construct your email. 

5. To enter tags: 

a. Select a tag group (Orders, Inventory, etc.) from the Tags area in the left of the 
window. The specific tags for that category appear in the list. 

b. Select the tag (ActualCost, ActualShipDate, etc.) that you would like to appear in 
the new template and click the Insert into Template button. The system adds the tag 
to the new template. 

6. Continue adding text and tags until your template is complete, then click the Save button. 
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Note: At any point before you save, you can click the Reload button to erase current 
information and reload the last stored version of the template. 

Adding order information or HTML to your email template requires the use of two special 
tags. Refer to the next section for information on these specialized tags. 

Special Email Template Tags 

The Email Templates that are used by The Stone Edge Order Manager recognize two special 
sets of tags to enable higher functionality for the emails that you send to your customers. The 
<<Loop Start>> and <<Loop End>> tags allow you to enter line item information for an order 
without having to know how many line items are in the order. 

The <<HTML Start>> and <<HTML End>> tags allow you to create dual-mode emails. This 
means that a customer with an HTML-enabled email reader will receive HTML emails, while a 
customer with a text-only email reader will receive text emails. These dual-mode emails can be 
sent using a single Email Template. Refer to the Knowledge Base online for more information on 
sending HTML emails. 

<<Loop Start>> and <<Loop End>> Tags 

If you are entering information for a customerôs order, you most likely want to include all of the 
line items in that order. The email template editor recognizes the <<Loop Start>> and <<Loop 
End>> tags and repeat all of the tags inside the loop for each line in the order.  

For example: 

 

The syntax in the template above looks like this in the body of the email below. 

 

<<HTML Start>> and <<HTML End>> Tags 

The Stone Edge Order Manager supports dual-mode emails within a single email template, you 
can include a text-only message and an HTML version for customers with either type of email 
reader. The <<HTML Start>> and <<HTML End>> tags indicate where the HTML version 
resides. 

Note: You can only use the <<HTML Start>> and <<HTML End>> tags once in a template. 
However, you can use the <<Loop Start>> and <<Loop End>> tags as many times as needed 
within the same template. For example, you might use one loop to list the names of the items in 
an order, and a second loop to list their SKUs and prices. Then you might repeat both of those 
loops within the HTML section of the template.  

http://www.stoneedge.com/help/OM_DOC/email/htmlemail.html
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The screenshot below is from the HTML Confirmation with Invoice.txt template that comes with 
The Stone Edge Order Manager: 

 

You can enter any standard HTML tags along with The Stone Edge Order Manager email tags to 
create dynamic emails that are customized to your store. Then, when you click one of the Test 
With: buttons to see what your email looks like, you can select Text or HTML to view the email in 
each mode. 
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List Maintenance 

The Stone Edge Order Manager uses a number of ñlistsò of information, such as a list of packers 
(employees who pack orders for shipping) or a list of inventory categories. Many of the drop-down 
lists in The Stone Edge Order Manager are populated by such lists. The List Maintenance window 
allows you to create and edit those lists: 

List Name Function 

Americart Checkout Forms For Americart shopping cart users. 

Buyers Employees who create purchase orders. 

Cash Registers Assigns register and workstation IDs for point of sale (virtual 
cash register) users. 

Company Names to Delete If you use a shipper that charges different rates for residential 
and commercial deliveries, you can check imported orders for 
bad company names, such as Self, Home, N/A or None and the 
program deletes those company names from your orders. 

Computer Startup Screens Open a specific screen at startup for individual workstations, e.g. 
Pack & Ship or Manual Orders. 

Country Names to Hide Prevents country name from showing on invoices and packing 
slips. 

Do Not Ship To Emails Email addresses, IP numbers, and telephone numbers from 
problem customers that you do not want to ship to. 

Do Not Ship To IP Numbers 

Do Not Ship To Phones 

Inventory Categories Each of your products can be assigned to an inventory category. 

Lot Descriptions Terms to be used for purchasing products in ñlotsò, e.g. Case or 
Bundle. 

Note Actions These lists populate drop-down fields for Actions, Events, and 
Priority Codes at the Notes screen. 

Note Events 

Note Priority Codes 

Packers Employees who packing orders for shipping. 

Payment Terms E.g. ñNet 30ò or ñ2% 10 days, Net 30 daysò 

PCCharge Workstation and user names for PC Charge users. 

Pickers Employees who pick items from the warehouse for packing. 

QOH Reason Reasons for quantity on hand changes. 

Referral List List of referral sources. 

RMA Reason Reasons for RMAs (Return Merchandise Authorization). 

Sales People Employees who enter orders through The Stone Edge Order 
Manager. 

Sales Tax States List of states for which sales tax is collected. 

Status Status codes assigned to orders and/or line items. 

Workstations Workstations where The Stone Edge Order Manager is installed. 
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Editing a List 

Complete the following steps to change a list: 

1. Navigate to Main Menu > Settings > Data Functions > List Maintenance. The system 
displays the List Maintenance window: 

 

2. Select the list you would like to edit from Select List. 

3. Click the field that appears above the List Entries column. Some lists have one field to enter; 
others have two. Enter a list entry and click the Save button (not pictured).  

4. To delete a list entry, select it and click Remove (not pictured).  

Setting Computer Startup Screens 

The Stone Edge Order Manager allows you to designate individual computers as task-specific 
workstations. For example, if your warehouse staff handles all of your shipping, you can specify  
that the PCs in the warehouse can only access the Pack & Ship screen. 

Workstations can be limited to the following screens: 

Main Menu (has access to all normal Stone Edge Order Manager functions)  

Point of Sale  

Manual Orders  

Pack Orders  

View Inventory  

View Customers  

Custom Menu (accesses to the menu defined in the system parameter CustomMainMenu in the 
Custom parameter group)  

All of the choices in the list above, except Main Menu and Custom Menu, restrict all users at that 
workstation to the selected screen. 
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Note: It is not necessary to use this feature if all of the computers in The Stone Edge Order 
Manager networked configuration should have access to all of the screens in The Stone Edge 
Order Manager. The Stone Edge Order Managerôs Security System can also be used to limit 
access of certain features for selected user groups.  

Complete the following steps to configure computer startup screens for workstations:: 

1. Navigate to Main Menu > Settings > Data Functions > List Maintenance.  

2. Select Computer Startup Screens in the Select List box.  

3. Enter the Windows computer name for the workstation to be restricted to a specific screen at 
startup. 

Note: To enter the name of the current computer, click the This Computer button. 

4. Select the appropriate form for the selected computer from the Startup Screens drop-down 
list. 

5. Click the Save button. The new entry appears in List Entries.  

6. When finished, click Main or another location in the accordion to leave the List 
Maintenance window. 

Once a startup screen has been assigned to a computer, the next time The Stone Edge 
Order Manager is launched on that computer, the program goes directly to the designated 
screen. When that screen is closed, The Stone Edge Order Manager closes.  

Note: To remove an assigned startup screen from a given workstation, the List 
Maintenance screen must be accessed from another computer. 
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Creating óDo Not Ship Toô Lists 

The Stone Edge Order Manager provides a feature to prevent shipping products to problem 
customers. Select the Do Not Ship To check box on the customer record, which tells the 
program not to automatically approve orders from that customer. However, this only works if the 
program is able to match a new order to an existing customer record. The Do Not Ship To 
feature enhances the ability of the program to detect orders from problem customers by 
increasing the amount of data being checked. 

The Do Not Ship To lists store email addresses, telephone numbers, and/or IP (Internet 
Protocol) addresses that The Stone Edge Order Manager can compare against the information 
contained in orders as they are imported. By setting up Approval Rules, you can tell the program 
what to do when it detects an order from someone on the list, such as automatically cancelling 
the order. Refer to Approval Rules, in Chapter 7, for information on how to set up approval rules. 

Complete the following steps to build a Do Not Ship To list: 

1. Navigate to Main Menu > Settings > Data Functions > List Maintenance. The system 
displays the List Maintenance window. 

2. Select either Do Not Ship To Emails, Do Not Ship to IP Numbers, or Do Not Ship to 
Phones in Select List. 

3. Click the IP #, Email Address, or Phone Number text field and enter the first list entry, e.g., 
192.68.00.00, george@phonycompany.com, or (999) 999-9999. 

4. Click the Save button.  

5. To delete a list entry, select it in the List Entries area and click the Remove button. 

6. When finished, click Main or another location in the accordion to leave the List 
Maintenance window. 

Initializing FIFO Data 

FIFO cost tracking is used to accurately track the cost of goods sold on a first-in, first-out basis 
(FIFO). If you use FIFO cost tracking, the program tracks all incoming and outgoing inventory and 
its cost ï meaning that a cost value must be entered for all inventory items. The program prompts 
the user to enter a cost at the time inventory is received or adjusted if it does not have a cost 
value on file. 

Note: To enable FIFO cost tracking in The Stone Edge Order Manager, set the 
TrackInventoryFIFO system parameter (in the Program group) to TRUE. Refer to Setting 
System Parameters, earlier in this chapter, for more information on setting Parameters. FIFO 
settings can also be accessed via the Store Setup Wizard, Accounting section.  

Since costs are normally entered when new inventory is received, when FIFO tracking is first 
turned on, the starting costs of all inventory items needs to be established. Those costs can be 
initialized in either of two ways: from existing inventory data, or from an external data source. 
(FIFO initialization can also be run at any time to re-synchronize the FIFO data with the existing 
inventory.) 

Complete the following steps to initialize FIFO Data: 

1. Backup the data file prior to implementing FIFO.  Refer to the section entitled Backing up the 
Database in Chapter 2 of this manual for more information.  
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2. Navigate to Main Menu > Settings > Inventory Functions > Initialize FIFO Data. 

 

3. Select one of the following two options: 

a. Select From current Quantity on Hand and Supplier Costs and click Initialize Data. 
Click OK.  

 

The system prompts for confirmation. Click OK: 

b. Select From Data imported from an Access database and click Initialize Data. 

¶ Browse to find the desired database and select the table that contains the 
inventory data you wish to import from the drop-down list. Map the fields in the 
external table to the corresponding fields in The Stone Edge Order Manager 
from the drop-down lists.  
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¶ Click Begin Import.  

 

Backup the data file after confirming that the data was imported correctly. 

Accounting Export Setup 

The Stone Edge Order Manager can export accounting data directly to QuickBooks, or into a text 
file that can be imported into some other accounting programs. Individual orders, customers, etc. 
are not exported. Instead, daily summaries of sales, sales tax, shipping charges, etc. are 
exported as journal entries, and payment transactions are exported as bank deposits. 

Before sales and deposit data can be exported from The Stone Edge Order Manager, complete 
the following steps: 

¶ Tell The Stone Edge Order Manager which accounting interface to use. 

¶ Create a default accounts receivable account and a sales tax account in QuickBooks. 

¶ Import your Chart of Accounts into The Stone Edge Order Manager. 

¶ Set up the necessary accounts and options in The Stone Edge Order Manager. 

It is necessary to have a good working knowledge of accounting practices and procedures to 
work with this component of The Stone Edge Order Manager. Stone Edge Technologies does not 
provide accounting advice; please seek assistance from an accounting professional. 

Note: The instructions for the accounting export setup included here are very general. For 
more detailed instructions, refer to the online Knowledge Base. 

http://www.stoneedge.com/help/OM_DOC/Import_Export/Accounting_Export_Setup_-_V4.4_&_Above.htm
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Complete the following steps to configure The Stone Edge Order Manager for your accounting 
program: 

1. Navigate to Main Menu > Settings > System Functions > Set System Parameters.  

2. Select the Program parameter group. 

3. Select the parameter AccountingApplication.  

4. Select your accounting application method and click Save: 

¶ None ï No accounting export is used.  

¶ QuickBooks File Transfer (.iif) ï Accounting data is exported to a user-designated .iif 
file (special QuickBooks compatible text files). This option is no longer recommended 
because the Direct Transfer method is better and easier to use.  

¶ QuickBooks Direct Transfer (xml) ï Accounting data is exported directly into your 
QuickBooks data file. This is the recommend method for use with QuickBooks. 

¶ Simple Text ï Accounting data is exported to a user-designated, tab-delimited .txt file.  

5. If accounting software will be used, create the accounts that The Stone Edge Order 
Manager will use in that application. 

6. Prepare your chart of accounts for importing into The Stone Edge Order Manager. 

a. If using the QuickBooks File Transfer method, export your Chart of Accounts from 
QuickBooks to an .iif file.  

b. If using the QuickBooks Direct Transfer method, determine the location of the 
QuickBooks data file as it will need to be entered in The Stone Edge Order Manager.  

c. If using the Simple Text method, export your Chart of Accounts from your accounting 
application into a tab-delimited text file.  

7. In The Stone Edge Order Manager, go to Main Menu >Settings > Data Functions > 
Accounting Export Setup. 

If this is the first time you have gone to this screen, the system will display a warning screen 
alerting you of the importance of having an accountant or expert administrator configure 
these options.  

 

After typing in your name and email address, and click the button to confirm that youôve 
read, understood, and agree to the warning and the Accounting Export Setup screen 
appears: 
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8. Browse to the location of the QuickBooks Company File and click the Import Chart of 
Accounts button.  

 

9. On the Export Setup tab, fill in the required information and select the export options that 
you want the program to use. 

 

10. On the Sales Accounts tab, pick the QuickBooks accounts you want to use for each type of 
data to be exported. Note that for most accounts, one side (debit or credit) is automatically 
assigned to your default Accounts Receivable account. Notes and instructions appear at the 
bottom of the screen as you click on different data types. 
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11. On the Inventory Categories tab, select The Stone Edge Order Manager inventory 
categories and assign them to specific credit accounts defined in QuickBooks. 
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12. On the Deposits and POS (Point of Sale) Deposits tabs, determine which transactions to 
export to QuickBooks based on their payment methods, and in which QuickBooks accounts 
they are recorded. 

 

13. On the Purchase Orders tab, select the options to use when exporting purchase order data 
to QuickBooks. 

14. Backup the data file when satisfied with the setting choices. Refer to the section entitled 
Backing up the Database in Chapter 2 of this manual for more information. 

Note: The instructions for the accounting export setup included here are very general. For 
more detailed instructions, refer to the Accounting section of the online Knowledge Base. 

Managing Multiple Stores 

If a merchant maintains more than one ecommerce site, The Stone Edge Order Manager can 
manage orders from all of them in a single store file (data file) or as separate store files for 
each site.  If the sites share inventory, it is best to maintain them in a single store file. The 
program tracks the source of each order by shopping cart and can be configured to retain the 
branding of the web sites through the use of cart-specific parameters. 

Note: The Stone Edge Order Manager is licensed for use with one or more types of 
shopping carts. A license for a single type of shopping cart comes with the purchase of the 
program. To use a different shopping cart system, you must purchase an additional cart 
license from Stone Edge Technologies. Some cart types, such as Yahoo!, may require an 
additional (nominal) fee to setup a second store of the same cart type because they require 
space on the Stone Edge Technologies servers. 

Creating a New Store 

Each Stone Edge Order Manager data file is called a ñstoreò. You can import orders from one 
or more sources into a single Stone Edge Order Manager store If you sell the same general 
product line through multiple channels, it is best to manage them all in the same Stone Edge 

http://www.stoneedge.com/help/OM_DOC/Import_Export/Accounting_Export_Setup_-_V4.4_&_Above.htm
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Order Manager store. Orders for businesses that are different legal entities should be kept 
separately in their own Stone Edge Order Manager store files. 

Complete the following steps to create a new Stone Edge Order Manager store: 

1. Navigate to Main Menu > Settings > System Functions > Create New Store. The 
system prompts you to select a location to save the new storeôs database file: 

 

2. Select the folder where the data file will reside and enter the File name. 

Tip: Stone Edge Technologies suggests including all or part of your companyôs name 
plus the word ñOrdersò when naming a store file, for example:  GreatStuffOrders. Do 
not use ñ.comò, quotes ( ñ ) or apostrophes ( ó ) in the file name. 

 

Note: For single workstation installations, place the data file in the c:/StoneEdge folder. 
For multi-user installations, place the data file in a shared folder on the local area 
network. See the Quick Start Guide for more information. 

3. Click OK.  

4. Enter your company name and click OK. A message box appears, stating that the store 
file has been opened. 

Note: The name entered here appears on screens and reports. It can be changed at 
any time via the Store Setup Wizard. If multiple shopping channels (carts) are 
contained in a single data file, use Special System Parameters to properly ñbrandò 
order information in reports. See section PC, & Cart Based Parameters, later in this 
chapter, for more information. 

5. An informational message box states the Setup Guide appears next. 

6. Click the OK button. Refer to the Quick Start Guide for more information about the Setup 
Guide. 

7. Backup the newly created data file. Refer to the section entitled Backing up the Database 
in Chapter 2 of this manual for more information. 

Switching Stores  

Any number of ñstores filesò can be created. If multiple stores are created you can switch between 
them without exiting The Stone Edge Order Manager. 
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Complete the following steps to switch stores: 

1. Click the Switch Stores button on the Main Menu. The system displays the Select Store 
to Open window. 

 

2. Double-click the appropriate store from the list or select it and click the Open button. If 
the desired store file is not listed, click the Folder icon to locate the file. The Stone Edge 
Order Manager displays a confirmation message when the new store file is opened.  

Note: The Switch Stores icon is only visible on the main menu if system parameter 
AllowSwitchStores is set to TRUE. Refer to Setting System Parameters for more 
information. 

3. The system displays Main Menu of the selected store. 

Maintaining Your Database 

This section of the manual discusses maintenance procedures for the Stone Edge Order Manager 
data file. The backup and restore functions mentioned here refer to the built-in backup and compact 
functions (buttons or links on the Main Menu) of The Stone Edge Order Manager that apply 
specifically to Microsoft Access databases. SQL users should also schedule regular backups using 
the appropriate management suite software. If another third-party utility is used to create backups of 
the data file, refer to that utilityôs documentation for data backup and restoration instructions. It is also 
a good business practice for both SQL and MS Access database users to maintain an off-site backup 
copy of the data file for disaster recovery purposes.  

As data is added to a database (ñstoreò or ñdata fileò) through the daily process of importing and 
managing orders, customers, etc., the data file gradually grows larger. While size is not normally an 
issue with SQL databases, Microsoft Access databases need to be compacted on a regular basis to 
keep the program running efficiently.  

It may also become necessary to archive older order information so that the data file does not reach 
the 2GB size limit for an Access database. If the data file reaches or exceeds that limit, the program 
is  not able to open. It is possible to view archived orders that and to re-import them into the 
production data file, if necessary. 

Compacting the Database 

As you add information to a Microsoft Access database, the file gradually grows in size to 
accommodate new information. However, Access does not automatically shrink the file as 
information is deleted. The Compact Data File function recovers unused bytes left over from 



     Configuration and Maintenance 
 

The Stone Edge Order Manager Userôs Guide 65 
 

deleted information and also rebuilds all of the indexes in the database. This function results 
in the database running much more efficiently. 

Complete the following steps to Compact Your Access Data File: 

1. Confirm that all users are logged out of The Stone Edge Order Manager. If they are not, 
the following message displays:  

 

2. Backup the data file by clicking the Backup Data File link on the Quick Clicks section of 
the Main Menu.  See the next section entitled, Backing Up the Database, for more 
details. 

3. Click the Compact Data File button on the Quick Clicks on the Main Menu. The Stone 
Edge Order Manager asks for confirmation before proceeding: 

 

4. Click OK. The Stone Edge Order Manager displays a confirmation screen: 

 

Note: The process can take anywhere from a few seconds to several minutes, 
depending on the size of the data file. Clicking the Compact Data File link also causes 
the program to compact the OMTemp database.  

Backing up the Database 

The information contained in your data file is unique to your store. This file contains all of the 
customer, order, and supplier records, and the system settings that were entered in System 
Parameters. If a store data file is lost or corrupted, ,a  backup copy needs to be restored so you 
can continue processing orders with minimal disruption.  

The Backup function creates a copy of the current (open) storeôs data file in the archive directory. 
The file is named OrderManagerDataBUyyyymmdd.mdb, where ñyyyymmddò is the date the 
backup is performed. If a file with that name already exists (i.e., a backup was performed earlier 
that same day), the program adds a hyphen and appends a number to the name, e.g. 
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OrderManagerDataBU20050214-1.mdb. Old backup copies of the data file should be deleted 
periodically from the archive directory to avoid wasting large amounts of disk space. 

Note: Stone Edge Technologies strongly recommends backing up the data file daily.  We can 
replace a program file (e.g. SEOrdman2007.mdb ) but we cannot replace or fix your store data 
file if it is  corrupted! 

Complete the following steps to back up a Microsoft Access data file: 

1. Confirm that all users are logged out of The Stone Edge Order Manager.  

2. Click Backup Data File from Quick Clicks on the Main Menu or go to Main Menu > 
Settings > Data Functions > Backup Data File . A confirmation window appears: 

 

3. Click OK. The system displays a confirmation message indicating the location where the 
backup data file is stored. To change this location, go to Main Menu > Settings > 
System Functions > Set System Parameters and update the value in the 
ArchiveLocation parameter. (Orders Parameter Group). 

 

Restoring the Database 

Complete the following steps to Restore a Backup Copy of a Microsoft Access Data File: 

1. Determine the location of the archive directory and the current data file being used by 
pressing Ctrl+Shift+C simultaneously at the Main Menu.  

2. Close all instances of The Stone Edge Order Manager. 

3. Navigate to the location of the production data file.  

4. Rename the current copy of the Stone Edge Order Manager data file (i.e., the old copy that 
you want to replace) by single-clicking on the file, right-clicking and choosing Rename. Type 
the new file name in the text box and then press Enter to complete the name change. For 
example, if the store data file is called MyOrders.mdb, rename it MyOrdersOldData.mdb. 

5. Go to the archive directory and select (single-click) the file to be restored. Right-click and 
choose Copy to place the file on the clipboard. 

Note: Do NOT ñcutò or delete the copy of the backup data file in the archive directory. It 
may be needed again. 
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6. Return to the folder where the production data file resides (refer to step1). Single-click 
anywhere in the folder, right-click and then choose Paste to add the backup file to the 
folder.    

7. Rename the copy of the backup data file to your original store data file name (i.e., 
MyOrders.mdb) Refer to instructions for renaming files in step 4. 

8. Restart The Stone Edge Order Manager.  

Archiving Old Data 

As the data file grows, it may be possible to improve the performance of The Stone Edge Order 
Manager by removing old data from the active store file. The Archive Old Data function moves 
orders that were placed prior to a specific date into a separate data file (created in c:\StoneEdge or 
another default directory). Records for those customers who have not placed an order since a 
specific date can also be moved. (The dates specified for Order and Customer records can be 
different.) The archive file is viewed by clicking Switch Stores on the main menu and selecting the 
appropriate file, just like switching to any other data file, but most functionality is disabled in an 
Archive data file to prevent the historical data from being changed. For information about improving 
the performance of The Stone Edge Order Manager and archiving data, see the article, Archive Old 
Data in the online Knowledge Base. 

Complete the following steps to archive your old data: 

1. Ensure that all users are logged out of The Stone Edge Order Manager. 

2. Backup the data file. See the section entitled, Backing Up the Database, for details. 

3. Navigate to Main Menu > Settings > Data Functions > Archive Old Data.  

4. The Archive some of your older data now? dialog box opens. Click OK. 

 

5. Enter a name for the archive file. The default name is YourStoreôsDataFileName Archive 
YYYY-MMM-DD.mdb. Click OK. 
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6. Use the calendar to specify a cut-off date for orders: 

 

7. Use the calendar to specify a cut-off date for customers: 
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8. The Archive selected data dialog box opens. Click OK. 

 

9. The results are displayed in a message box: 

Note: You may be prompted for your Stone Edge Order Manager User ID and Password. 

Re-Importing Archived Orders 

If it becomes necessary to re-import data which has been archived, use the Re-Import Archived 
Orders function found at Main Menu > Settings > Data Functions > Re-Import Archived Orders. 

When retrieving archived orders, this function re-imports any related order details (line items), 
transactions, returns & RMAs, drop-ship orders, notes, and customer records. 

Depending on the amount of data that is re-imported, this process can take a long time to finish, 
therefore it is recommended that you run this function during off-hours, or overnight.  

Complete the following steps to Re-Import Archived Orders: 

1. Backup the current data file. See the earlier section of this chapter entitled, Backing Up the 
Database, for details. 

2. Navigate to Main Menu > Settings > Data Functions > Re-Import Archived Orders. The 
Stone Edge Order Manager displays a warning message: 

 

3. Click OK. 
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4. Browse and select the archive data file from which the archived order(s) are to be re-
imported. 

 

5. Click Open. The Available order numbers window appears: 

 

6. Select the order number or the range of order numbers and click OK.  

7. When the process is completed, the results are displayed: 

 

8. Backup the production data file after verifying the results. Refer to the previous section of this 
chapter entitled, Backing Up the Database, for more details. 

Custom Report Maintenance 

The Stone Edge Order Manager provides many reports,including accounting reports, inventory and 
sales reports, invoices, labels, packing slips, pick lists, purchase orders, quotes and custom 
reports.You can also create your own reports.  

Many common requests for custom changes to our standard reports have been parameterized and 
can be implemented by setting System Parameters rather than by editing the standard reports 
provided with the program. For example, a company logo can be added to reports by entering the 
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path to the image in system parameter ReportLogoLocation rather than making a copy of a 
standard report and replacing the Stone Edge logo with the merchantôs logo. If, however, if you  
require changes not covered by the setting of parameters and custom reports are created by you, 
Stone Edge Technologies, or a third party, they must be exported from the program file in which they 
were created and exported to (saved in) the Custom Reports database so that they are not lost 
when the program is upgraded. The same process should be followed for custom forms, queries or 
modules. All of these objects reside in the program file component of the Stone Edge Order Manager 
application and are therefore overwritten when a new version of the program is installed.  

The Custom Report Maintenance screen is the interface where you can easily transfer custom 
objects between the Custom Reports database  and the Stone Edge Order Manager program file. It is 
accessed from the Quick Clicks on the Main Menu or by going to Main Menu > Run My Reports > 
Run My Management Reports. The custom reports database is named ñCustom Reports.mdbò, and 
is located in the same Windows directory as the Stone Edge Order Manager data file.  

Stone Edge Technologies delivers custom reports via email with the zipped database file attached. 
Save the attached zip file and note where it is located. Using Windows Explorer, navigate to the zip 
file and double-click it to extract the database file. Note where the file is extracted and then follow the 
directions below. 

Creating and Editing Reports 

IMPORTANT: These steps require knowledge of Microsoft Access report generation, which is 
beyond the scope of this manual. There are many books available that provide instructions for 
generating MS Access reports. 

At the Main Menu, press the F11 function key, which opens the Microsoft Access Database Window. 
Select Reports from the Objects menu on the left to view all of the reports currently available in The 
Stone Edge Order Manager. Note that many of the reports include the word ñsubreportò in their 
names. Those reports are used within other reports; they are generally not run by themselves. 

 

Select a report by single-clicking it, then right-click and choose Print Preview to see what the  report 
looks like. To make changes to a report, select it, right-click and choose Save As to make a copy of 
the standard report with a new name. It is a good practice to include the company initials as part of 
the report name to help distinguish it from the standard reports. Once the copy has been made, select 
the report, right-click and choose Design View to access the report designer. Make the desired 
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changes to that report, and when finished, export that modified report to the Custom Reports 
database for safe-keeping. Do not delete fields from the report unless you also remove all references 
to that field. A better practice is to set the fieldôs Visible property to No. Refer to Microsoftôs help for 
more assistance. 

As you may have noticed, The Stone Edge Order Manager offers alternate forms of the same report 
type. In order for the program to know which report form to use, you must choose the format that 
meets your needs and enter it into the system parameter for that report type. For instance, 
InvoiceTemplate designates which Invoice report (sales receipt) to use. If the merchant has a custom 
invoice report created, he must also update the value in the InvoiceTemplate parameter to point to 
that custom report in addition to importing the report itself into the program file. 

Custom Report Maintenance Tips 

The Custom Report Maintenance screen makes it easy to import and export custom reports, rename 
reports, etc.  

Click the Custom Report Maintenance button on the Quick Clicks list on the Main Menu or go to Main 
Menu > Settings > Reporting Functions > Custom Report Maintenance. 

The location of the Custom Report.mdb is determined by the system parameter 
SharedFileLocation.. 

 

Select Custom or Standard to filter the list of reports available in The Stone Edge Order Manager. 
To view all the reports in your storeôs database file, click All. 

Click Delete above the left-hand column to delete a custom report from the program file of the current 
workstation. 

Click Delete above the right-hand column to delete a report from Custom Reports.mdb. 

Click Rename above the left-hand column to rename a custom report in the program file of the 
current workstation. 

Click Rename above the right-hand column to rename a report in Custom Reports.mdb. 

Click Re-Import above the left-hand column to re-import a custom report from Custom Reports.mdb 
and overwrite the existing version of the report in the program file of the current workstation. If you 
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have a networked configuration of The Stone Edge Order Manager, the custom report must be re-
imported to the program file on each PC in the complex.  

Importing a Custom Report  

Custom reports can be created by the merchant, Stone Edge Technologies, or a third party. They can 
be revised versions of standard reports, such as invoices or packing slips, or they can be totally 
original reports. To use a custom report, it must be imported it into The Stone Edge Order Managerôs 
program file. It should also be saved in the Custom Reports database for safe-keeping. 

Complete the following steps to import a custom report from an external source: 

1. Click the Custom Report Maintenance button from the Quick Clicks list on the Main Menu. 

 

Note: If Custom Report Maintenance is not in your Quick Clicks list, navigate to Main 
Menu > Settings > Report Functions. 

2. Click the Browse button and navigate to the file containing the custom report and double-
click it. The label above the window on the right-hand side of the form changes to reflect the 
name of the external source file. The reports in the external source database are then shown 
in the right-hand window. 

3. Select the report to be imported into The Stone Edge Order Managerôs program file from the 
right-hand list.  

4. Click Import. If a report with the same name exists in the current program file, you are asked 
what action to take: 

a. If Yes is selected, the program renames the existing report by appending ñBackup 1,2, 
etc.é ñ, to the end of the original report name and the new report is imported with the 
original name;  both reports are now be visible in the Reports Available in The Stone 
Edge Order Manager (left-hand list).  

b. If No is selected, the existing report is overwritten in the current program file. 

5. Click the Copy to Cust. Reports button to add a copy of the report to the Custom Reports 
database, as well.  

6. Select (single-click) the newly imported report from the list in the Reports Available in The 
Stone Edge Order Manager section of the form (left-hand side). Click the Add to Reports 
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Menu button (at the top of the Custom Report Maintenance form) to add the new custom 
report to the Reports Menu, found at Main Menu > Run My Reports > Run My 
Management Reports. 

7. Click Reopen Cust Rept mdb button to once again display the reports in the Custom 
Reports database. 

To import an existing custom report from the Custom Reports database into a Stone Edge Order 
Manager Program file: 

1. Click the Custom Report Maintenance button from the Quick Clicks list on the Main Menu.: 

Note: If Custom Report Maintenance is not listed in the Quick Clicks list, navigate to 
Main Menu > Run My Reports > Run My Management Reports. 

2. Choose (single-click) the report to be imported from the list under the right-hand portion of the 
form labeled Reports in Custom Reports.mdb 

3. Click the Import button on the right-hand side of the screen. If a report with the same name 
already exists in the program file, the program will prompt you for the action to take. 
Otherwise, the program is immediately imported into the program file and is then visible in the 
list of reports in the Reports Available in your copy of Stone Edge window (left-hand side).   

Printing a Custom Report 

To print a custom report once it has been imported, go to Main Menu > Run My Reports > Run My 
Management Reports. Click the Custom Reports tab, select the custom report from the list and 
click Print. You can also Preview reports without printing them. 

 

Exporting a Custom Report 

To export a custom report from a Stone Edge Order Manager program file to the Custom Reports.mdb:  

1. Click the Custom Report Maintenance button from the Quick Clicks list on the Main Menu.  

Note: If Custom Report Maintenance is not in the Quick Clicks list, navigate to Main Menu > 
Settings > Report Functions > Custom Report Maintenance  

2. Select (single-click) the report to be exported from the Reports available in your copy of Stone 
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Edge section of the form. 

3. Click the Export button. If there is already a report with the same name in the custom reports 
database, the program prompts you for what action to take: Yes to rename it, or No to replace it. 
Refer to screenshots elsewhere in this chapter for visual details of the programôs responses to either 
action.  

4. If a report of that name was not previously added to the Report Menu, click the Add to Reports 
Menu button to add it, otherwise no action is needed.  
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3 Managing 
Inventory 

The Stone Edge Order Manager is able to import inventory (products) from an existing 
database or text file, as well as manually entering product information. The program also 
supports kits and assemblies, permits the generation, scanning and printing of bar codes, 
provides the ability to manage the purchasing and receiving of inventory products, and much 
more. The Stone Edge Order Managerôs Inventory database can maintain listings of all of the 
items sold by your store and all the pertinent information needed to sell, pack, and ship the 
items.  

This chapter provides instruction on the following topics: 

Viewing Inventory 

Entering Product Information 

Transferring Inventory 

Assemblies and Kits 

Standard Messages 

Product Levels 

Entering Barcodes 

Changing Suppliers 

Changing SKUs 

Building SubSKUs 

Receiving Non-Purchase Order Items 

Exporting Inventory 

Viewing Inventory 

The Inventory screen is where you create or edit items and their attributes, manage quantities on 
hand, assign suppliers, create kits, and much more. 
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It is opened by the Manage My Inventory short-cut button on the Main menu, the Quick Clicks, or it 
can be accessed by navigating to Main Menu > Manage My Inventory > View and Manage My 
Inventory. 

To navigate through the current selection of products, use the navigation arrows at the bottom of the 
screen. 

The accordion menu to the left contains many tabs which organize the various kinds of information 
associated with an inventory item. Above the accordion lies the Search function. 

 

Note: The terms ñproductò, ñitemò and ñSKUò are used interchangeably in the text below and 
elsewhere in this manual. 

Action buttons on the main Inventory screen are: 

Button Function 

 

The Select Items button opens the Select Items screen, allows you to 
limit the products in the list by applying a filter. Refer to the next section, 
Selecting an Item to View, for more information. 

 
The Remove Filter button removes any filter on the item records and 
allows all records to be seen. 

Add 
This button allows you to create a new item from a blank template. Refer to 
Creating a New Item, later in this chapter, for more information. 

Edit 
Click this button to edit the item record that is being viewed. Refer to 
Deleting or Editing an Item, later in this chapter, for more information. 

Delete 
This button deletes the item that is being viewed. Refer to Deleting or 
Editing an Item, later in this chapter, for more information. 

Close This button closes the Inventory screen. 
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Item Tab  

The Item tab is the default view when the Inventory screen is opened. It contains the following 
buttons: 

Button Function 

Barcodes 
The Print Bar Code Labels button prints bar code labels for the selected 
item. Refer to Printing Bar Code Labels, later in this chapter, for more 
information. 

Receive 
This button allows you to receive items into inventory. Refer to Receiving 
Items, later in this chapter, for more information. 

Duplicate 
This button creates a new item based on the item being viewed, instead of 
starting from scratch. Refer to Duplicating an Item, later in this chapter, 
for more information. 

The fields on the Item tab are: 

Image: Enter the local or web path to the image of the product 

Description: Enter a descriptive sentence or short paragraph about the product 

Drop Ship: Select this option if the item is shipped directly from the supplier to the customer. 

Ignore QOH: Select this option if the item is always in stock, such as a software download, sales 
brochure, etc.  

Taxable: Charge sales tax for this item? This field is only used if the system parameter 
UseTaxableField is set to TRUE; otherwise, the program assumes that all products are taxable. 

Donôt Do Fulfillment: Check this box to override the setting of parameter DefaultFulfillmentCenter 
and ship this particular item from in-house inventory, instead of having the fulfillment center ship it. 
This check box only applies if a default fulfillment center is defined. 

Not for Sale (part) : Check this box if the item is part of a kit and should not be sold individually.  

Discontinued: Check this field if the product is no longer available. Note that if there is remaining 
quantity on hand for the item, it can still be sold at the Manual Orders or POS screens until the 
remaining quantity is exhausted. 

Use Serial #s: If checked, when packing items at the Pack & Ship screen, it is possible to scan or 
enter a serial number which is stored with the Packing data for that order. 

No Layaways: Controls whether the POS system accepts layaway orders for this item 

Local SKU: The stock-keeping unit of the product which uniquely identifies each product in your 
inventory. This is an alphanumeric field.  

Item Name is a text value describes the product and its attributes, such as CrewNeckTee-Green-
Large. 

Retail: The retail price of the product. 

More: Opens the Pricing tab, where additional price level information is managed. 

On Sale For: The sale price of the product.  

# On Hand: Current quantity on hand of this item. 

Category: Select from a list of inventory categories, defined at the List Maintenance screen, to group 
your products by type. 

Primary Supplier: Select the supplier from whom this item is usually purchased.  

Reorder Point: Used for purchase orders. Refer to the Purchase Orders topics in the Knowledge 
Base for more information about configuring the purchase order system. 
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Reorder Quantity: Used for purchase orders. 

Target Quantity: This value is used for purchase orders. Not shown here. Replaces Reorder Point if 
system parameter POCalcMethod is set to Target Quantity or Delayed Target. 

Published Wgt: The weight shown at the web site. This value may be ñpaddedò to allow for the 
weight of packing materials. 

Actual Weight: The weight used for shipping purposes. 

Sold Not Recôd: When using The Stone Edge Order Managerôs purchase order system, there may 
be times when new inventory is received and some of it is considered to be sold before it is logged as 
received.  

Barcode: For use with barcode scanners. Refer to Knowledge Base article Enter Barcodes for more 
information on assigning unique barcodes to items (other than the supplierôs barcode).  

Print Barcode Labels: Opens the Pricing tab where you select the barcode label report template and 
the number of labels to print for the current product. 

Credit Account: For use with QuickBooks. This is only used when you want to export sales data for 
certain products to different accounts in QuickBooks. 

Email BCC: If you enter an email address here, any time an email is sent for an order including this 
item, a copy of the email is sent to that address. 

Storage Location: Where the item is located in your warehouse. The Stone Edge Order Manager 
only supports a single location per item at this time. 

Fulfillment Ctr: Select from a list of Fulfillment Centers established in Stone Edge (Main Menu > 
Settings > Shipping Functions > Fulfillment ). This is only used if the item is to be shipped from a 
separate fulfillment company or warehouse. Search for topics about Fulfillment in the Knowledge 
Base for more information.  

Country of Orig: Used for customs forms; enter a two-letter country abbreviation. 

Selling by Lots: If this item is a case lot of another SKU, enter that information in the following 
fields: 

Single Unit SKU: SKU to be used for a single unit of an item which is part of a lot consisting of 
multiple SKUs. Click Browse to search inventory records. 

Qty in this SKU: The number of this SKU in the lot. 

For POs, order:  Select the appropriate radio button, This SKU or Single-Unit SKU 

SKU Type: This setting is managed by the program. See the explanation of Parent and Sub-SKUs 
elsewhere in this manual. 

Suppliers Tab 

 The Suppliers tab is where products are associated with suppliers. Products can have more than 
one supplier, but only one supplier can be designated as the Primary Supplier. When the Stone 
Edge purchase order system is used, the program uses the Primary supplier when auto-generating 
purchase orders. 

Other supplier-related information is also entered and displayed on this tab, such as Unit Cost, 
Supplier Barcode and purchasing rules (lots or pieces). Refer to the Knowledge Base for specific 
instructions on using this screen. 
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Pricing Tab 

The Pricing tab is where you view and edit price level information for the selected item. Up to 10 price 
levels, such as Web, Wholesale, Club Pricing, Employee Pricing, etc., can be established. Price 
levels are configured through the Store Setup Wizard or via the system parameters in the Pricing 
parameter group. Refer to Setting System Parameters for more instructions. 

 

Suppliers: Each product must have at least one supplier. The program provides a Default 
Supplier record which can be used to help you get started if you have not yet imported your 
supplier information from a text file.  
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 Primary Supplier: If there are multiple suppliers for the same SKU, one of them must be 
designated as the ñprimaryò supplier for that item. This box is checked when the supplier currently 
selected in the drop-down list is designated as the primary. Go to the Supplier tab to add a new 
supplier to an item or change which supplier is the Primary supplier. When you add a new 
supplier, the program expects it to become the Primary Supplier. Be sure to deselect that check 
box if that is not your intention. 

Editing Prices 

Complete the following steps to edit the prices for an item: 

1. Locate the item in the Inventory window and select the Pricing tab. 

2. Click the Edit button to unlock the item record and select More. 

3. Edit the fields or click Add/Edit price levels to open the Store Setup Wizard and make 
changes to the price levels. 

4. When finished, click the Save button to put the changes into effect. 

Note: The pricing information entered in The Stone Edge Order Manager is only used for manual 
and POS orders or if a line item is added or changed in an imported order. If the prices at the web 
site are different from the prices in The Stone Edge Order Manager, the program accepts the web 
prices as charged on the original Internet order. 

Quantity Discounts 

In addition to the ten price levels that can be set for each item in inventory, quantity discounts for 
each pricing level can also be defined. These quantity ranges also have On Sale flags, so it is 
possible to indicate two different prices for each quantity range and price level: a regular price and a 
sale price. Quantity discounts are created in the bottom half of the Pricing tab: 

 

Complete the following steps to create a quantity discount for an item: 

1. Locate the item in the Inventory window and select the Pricing tab. 

2. Enter a Starting Quantity and an Ending Quantity to define the range to which the new 
quantity discount applies. 

3. Enter regular and sale prices for the quantity range in the Reg. Price and Sale Price 
fields. Leave the sale price blank if quantity discounts are not be eligible for Sale Prices. 

4. Select whether the item is currently On Sale. 

5. Select a Price Level to which the quantity discount applies. 

6. Click the Add button. 

The system adds the quantity discount rule to the list and automatically applies it to all 
applicable orders. 
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Note: Quantity discounts can only be added and deleted. If you want to edit a discount, you 
must delete it and create another discount with the desired changes.  

Note: The pricing information entered in The Stone Edge Order Manager is only used for 
manual and POS orders or if a line item is added or changed in an imported order. If the 
prices at the web site are different from the prices in The Stone Edge Order Manager, the 
program accepts the web prices as charged on the original Internet order. 
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Web & Custom Fields Tab 

Note: Custom Fields only appear if they have already been created. See Knowledge Base topic 
Configuring Custom Fields. 

Historically, the Web Fields tab contained image data fields that were imported from a Yahoo! 
Shopping cart, however, the information in the Thumbnail, Image, Header, Footer, Path, Headline, 
Availability and Contents fields can be used to store image data for other shopping carts as well. For 
more information on using these fields, see the Knowledge Base article entitled Displaying Images. 

Over the years, the Web Fields tab has been modified to include settings related to inventory 
synchronization between The Stone Edge Order Manager and some shopping carts as well. Notice 
the check-boxes on the right-hand side of the form: 

¶ Ignore QOH on Websites ï If checked, no QOH values for this item are sent from The Stone 
Edge Order Manager to any shopping cart. This affects both Real-time Inventory 
Synchronization and Manual Inventory Synchronization (clicking the Send QOH to Website 
button on the Shopping Cart Functions form). 

¶ Donôt sell thru Altura ï If checked, this product is not be included in the XML file that is 
created and exported to Altura/Shop.com when the Export Altura Product List button on 
the Shopping Cart Functions page is clicked.  

¶ Donôt Synch with Amazon ï If checked, The Stone Edge Order Manager does not include 
this item when sending an inventory feed to Amazon. 

¶ Donôt Synch with Yahoo ï If checked, The Stone Edge Order Manager does not include this 
item when sending inventory synchronization information to Yahoo! 

 

The Inventory custom fields have been added to this tab as well. The Stone Edge Order Manager 
allows you to add custom fields to the Inventory, Suppliers, Customers, and Orders tables. There 
can be five fields of each type: text, integer numeric, date and currency.  

Review the Knowledge Base topic, Configuring Custom Fields for more information. 
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Attributes & Options Tab 

The Attributes & Options tab of the Inventory window is used to create and edit options for the 
selected item, allowing you to sell and track inventory by various categories, such as size, color, 
finish, and model.  

  

The top half of the window displays Option Lists (e.g. Color or Size). The bottom half of the 
window shows the actual Options for the selected Option List. Options are created by first 
defining an Option List, and then creating the Options to fill the list. Refer to Creating and 
Editing Option Lists and Creating and Editing Options, below, for more information. 

If there are several items which generally have the same options, it is possible to create option 
lists and options for one product and then copy them to other items in your inventory. Refer to 
Copying Option Lists, later in this section, for more information. 

Creating and Editing Option Lists 

Complete the following steps to create or edit an option list for an item: 

1. Locate the item in the Inventory window and select the Attributes/Options tab. 

2. Click the Add Option List button, or select the Option List to edit, and click the Edit Option 
List button. The system displays the Add  Option List configuration window: 

 

Note: Only the List Name is required here. All other fields are optional. Some, such as Image 
path and Option Type, are only used in conjunction with specific shopping cart systems. 
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3. Enter a List Name, a Prompt, and an Image Path for the option list. 

4. Enter any additional Price, Cost, or Weight that the list carries with it. 

5. Select an Option Type (drop-list, radio button, check box, etc.). Note that the type selected 
here is only for Miva Merchant shopping carts, and does not affect how option lists are 
displayed in The Stone Edge Order Manager! 

6. Indicate whether an option is Required to be selected when the order is placed. 

7. Check the Use when building SubSKUs box to build SubSKUs based on the option list. The 
Stone Edge Order Manager can create separate SKUs (products) for each combination of 
options so you can track your inventory accurately. Refer to Building SubSKUs, in this 
chapter, for more information.) 

8. When you are finished, click the Save button. The system updates the Option Lists with the 
new or altered information. 

Now that you have created the option list, you can create the individual options that  make up the 
list. 

Creating and Editing Options 

Complete the following steps to create or edit an option for one of the option lists assigned to an item 
in your inventory: 

1. Locate the item in the Inventory window and select the Attributes/Options tab. Select the 
Option List to work with. 

2. Click the Add Option button, or select the Option to be edited and click the Edit Option 
button. The system displays the Option configuration window, indicating the item SKU and 
option list being modified: 

 

Note: Only the Name is required here. All other fields are optional. Some of these fields are 
only used in conjunction with specific shopping cart systems. 

3. Enter a Name for the option (e.g. ñBlueò or ñExtra Largeò). The name is the actual option that 
shows up in the option list. 

4. The optional SKU Code can be used instead of the Name when building Sub SKUs. See 
Building SubSKUs for more information 

5. The Image Path is only used with certain shopping cart systems. 

6. Enter any additional Price, Cost, or Weight that the option carries with it. 

7. Indicate whether the option you are defining Is a Label or should be the Default selection for 
the option list. These are only used with certain shopping cart systems, and do not have any 
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effect within The Stone Edge Order Manager. 

8. You can turn the option ñoffò by selecting the Donôt Use check box.  

9. When you are finished, click the Save button. The system updates the Option for the 
selected option list with the new or edited information. 

Repeat these steps to create all of the options for each item. 

Deleting Options and Option Lists 

Delete an option or option list by selecting it from the Attributes/Options tab of the appropriate item. 
Then select the option and click the Delete button. The system displays a delete confirmation 
message. Click the OK button to proceed with the deletion. 

Note: Deleting an Option List for an item deletes all Options within that list as well. 

Copying Option Lists  

Complete the following steps to copy option lists and options from one product to another: 

1. Using the Inventory window, locate the item that you want to copy the option lists to, and 
select the Attributes/Options tab. 

2. Click the Copy Options from Another Product link in the accordion. The system displays 
the Copy Option Lists window: 

 

3. Select the product that contains the option list(s) you want to copy from the SKU list. You can 
filter the products displayed in that list by selecting first letter o number of the SKU or Name. 

4. You can choose to copy all of the productôs options by leaving the Copy all of this SKUôs 
Option Lists selected, or you can copy individual option lists by selecting Copy just these 
selected Option Lists. 

5. Once you select a product from the list, you can see its option lists at the bottom of the 
screen. 
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6. Click Copy Lists. 

Note: Once an Option List has been copied from a product, it appears in the Last SKU copied 
from: section for the remainder of your session. To re-copy that productôs options to another 
receiving product, select Use Last SKU Copied and then select Copy Lists. 

7. When finished copying option lists, click the Close button. 

The system displays the Inventory window with the newly copied option lists and options. 

Building Sub-SKUs for an Item 

Note: This section deals with creating sub-SKUs for the current item  being viewed. For 
information on creating sub-SKUs for all inventory items, refer to Building Sub-SKUs for all 
Items, later in this chapter. 

Products that have many different ñoptionsò or ñattributesò (color, size, style, etc.) cannot be 
tracked accurately without knowing the exact combination of options that were sold or received. 
To track inventory at the option or attribute level, you must create parent SKUs and sub-SKUs in 
The Stone Edge Order Manager. A parent SKU represents the basic product without any options 
or attributes. Sub-SKUs are the result of combining a parent SKU with every possible option or 
attribute to produce unique item identifiers. For example, if you sell a T-Shirt with the Parent SKU 
ñABC001ò, and a customer orders that shirt with the ñGreenò and ñExtra Largeò options, the sub-
SKU for that particular shirt might be ñABC001-GR-XLò.  

Some shopping cart systems take care of that conversion, in which case they just come into The 
Stone Edge Order Manager as regular products. But other systems send The Stone Edge Order 
Manager the Parent SKU and the selected options. The Stone Edge Order Manager must then 
take care of the conversion. The Stone Edge Order Manager has many options for handling 
parent SKUs and sub-SKUs. That is an advanced feature of the program, and the complete 
details are beyond the scope of this manual. Please refer to the Knowledge Base for a complete 
explanation.  

If the Use when building Sub-SKUs check box is selected when option lists are created, The 
Stone Edge Order Manager uses the option list to create separate SKUs (products) for each 
combination of options, so inventory can be tracked accurately at the attribute level. For instance, 
instead of having an inventory item (record) for ñsweatshirts,ò there will be a unique inventory 
record for each size and color combination of sweatshirts that your store sells.  

IMPORTANT: Backup the data file when building sub-SKUs for multiple items or the entire 
inventory. 

Refer to Creating and Editing Option Lists and Creating and Editing Options, for more 
information on preparing the system to create sub-SKUs. 

Complete the following steps to create sub-SKUs for an item: 

1. Go to Main Menu > Settings > System Functions,> Set System Parameters. In Parameter 
Group, select Order Options. Select the parameter, BuildSubSKUs and set it to TRUE. 
Click Save. 

2. If your product attributes (options) donôt have a ñcode delimiter,ò (i.e. SKU code) then set the 
parameter, AddToSubSKUIfNoCodeDelimiter to TRUE. Click Save. 

3. Using the Inventory window, locate the item for which you want to build sub-SKUs, and 
select the Attributes/Options tab. 

4. Click the Build Sub-SKUs for this Item button. The system displays a confirmation dialog: 

5. Click OK to build sub-SKUs.  

6. Click OK to acknowledge the end of the process. 

http://www.stoneedge.com/help/OM_DOC/inventory/Using_Sub_SKU.htm
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Notes Tab 

The Notes tab is where notes or tasks related to the selected product are viewed and managed. 

 

Refer to Checking Notes and Tasks, in Chapter 2, for more information on viewing and processing 
Notes and Tasks. 

Alternate Barcodes and SKUs Tab 

 

Use the Alternate Barcodes & SKUs tab to view, add or edit any alternate barcodes or SKUs for the 
current product. 

To create an alternate barcode, scan a barcode and select the A option to associate it with the item. 
To create an alternate SKU, click the Add button and enter the new SKU.  

The Replaces this old SKU field on this screen is not used by the program in any way, it is there for 
internal information purposes only.  
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Kits Tab 

A ñKitò is a product SKU that is made up of one or more other products. For example, if you sell gift 
baskets, a particular basket might consist of the basket itself, some cheeses, a tin of crackers, etc. 
Kits are generally put together at the time of shipping. (See Assemblies and Kits, later in this 
Chapter, for kits that are made up in advance.) Inventory is not tracked for the kit itself, but rather by 
the parts that make up the kit. The kit has a price but no cost and the parts in the kit have costs, but 
no prices. The parts can also be sold individually as regular products or in other kits.  

The Kits tab is where the items that make up the kit are specified. Then, whenever a kit is sold, the 
QOH of all of the individual items that comprise the kit are adjusted accordingly. 

 

The Stone Edge Order Manager assumes that kits are always in stock. When it creates an order 
record upon import, it enters a cost of zero for the kit but assigns the price charged on the website.  

Manually entered orders are handled in the same way, except that the price assigned to the kit is the 
price that is stored in The Stone Edge Order Manager. The Stone Edge Order Manager then adds 
line items for each component in the kit. If inventory tracking is enabled, the system adjusts the 
inventory of the component pieces and backorders any items that are not in stock. Finally, it enters 
the cost of each item but sets the price of the parts to zero. 

Creating Kits 

Complete the following steps to add products already in your inventory to a kit. 

 

1. Display the item that you want to convert to a Kit. 

2. Click the Kits tab on the Inventory window. 

3. Enter an SKU to Add, or Search for the SKU of a product to add to the kit. 

4. Enter the Qty of the SKU to add to the kit. 

5. Click the Add button. The system adds the product in the selected quantity to the Parts in this Kit 
list. 

6. Repeat steps 3 ï 5 until your kit is complete. 

Once all items have been added to the kit, specify whether or not the component items Inherit Kit 
Options by selecting the corresponding check box. Inheriting options means that any options 
selected by the customer for the main Kit SKU (color, size, style, etc.) would also appear in the line 
items for those kit parts. 

Kit parts can be deleted by selecting it and clicking the Delete button. 
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Miscellaneous Tab 

The Miscellaneous tab contains additional information related to the current product:  

¶ Indicate which products are actually boxes used for shipping actual products. 

¶ Select a default box to use for packing each product. 

¶ Enter the dimensions of each product. 

¶ Select messages to be displayed to you when certain products are added to a Manual or POS 
order. 

¶ Designate cross-sell products for the program to display when the current product is added to a 
Manual or POS order.  

 

Configuring an Itemôs Box Settings 

The Boxes area of the Miscellaneous tab is where you can define the item as a box, or specify 
which box should be used when shipping the item.  

Complete the following steps to configure the itemôs box settings: 

1. Using the record select arrows at the bottom of the Inventory window, locate the item for which 
you want to configure box settings. Select the Miscellaneous tab. 

2. Click the Edit button. The system unlocks the item for editing. 

3. Select either This is a regular Product or This is a Box, not a product. Entering that 
information lets the program track the quantity on hand for each of the boxes you use. 

4. If there is a Default box for packing this product, select it from the drop-down list. 

5. If there is No Box Required when shipping this product, select that check box. 
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6. If the item should be Packed Separately, select that check box. 

7. If the item is a box, enter its dimensions in the Length, Width, and Height fields. 

8. When you are finished, click the Save button. 

The system saves the box settings you entered for the item. 

Entering Messages for an Item 

The Messages to be Displayed at Manual and POS area of the Miscellaneous tab allows up to 
three standard messages to be selected, and/or enter a custom message to appear whenever this 
item is added to a Manual or POS order.  

Complete the following steps to enter messages for the item: 

1. Using the record select arrows at the bottom of the Inventory window, locate the item for which 
you want to configure box settings and select the Miscellaneous tab. 

2. Click the Edit button. The system unlocks the item for editing. 

3. Select up to three Standard Messages from the drop-down lists, or enter a custom message in 
the Unique message for this product field. The standard messages are defined at Main Menu 
> Settings > Inventory Functions > Standard Messages. 

4. When you are finished, click the Save button. 

The system saves the message settings that you entered for the item. 

Managing Cross-Sell Items for a Product 

Cross-selling can help to increase profits by selling related items with each order. When an item is 
added to a Manual or POS order, The Stone Edge Order Manager can display a list of related 
products. The person taking the order can then ask the customer if they would like to purchase any of 
those additional items. Use the Cross Sell area of the Miscellaneous tab to select the cross-sell 
items for the current product.  

Complete the following steps to configure the cross-sell products for the current item: 

1. Using the record select arrows at the bottom of the Inventory window, locate the item and select 
the Miscellaneous tab. 

2. Filter the list of Available Products by clicking a First Letter of Product button. Select a cross-
sell item from the Available Products list.  

3. Click the Add to Cross Sell button or double-click the item. The system adds the product to the 
list of cross sell items at the bottom of the window.  

Cross-sell items are displayed in a popup window whenever the item being viewed is added to a 
Manual or POS order. 
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Selecting an Item to View 

This option provides a quick way to select and view specific products based on the first character in 
their SKUs.  

1. Click the filter button   on the Inventory window to open the Filter Items screen.  

 

2. Select (click) a number or letter to view SKUs that begin with that character or click the Show All 
button to display all items. 

3. Select the item by clicking its row. The system displays the selected item in the Inventory 
window in the background. 

4. Select a different item on the Select Items window to view that item. Repeat as needed. 

5. Click the Close button to close the Select Items window. 

6. The current filter can be removed from the Inventory form by clicking . All inventory items are 
then displayed. 

Searching for Items 

Use the text box in the upper left-hand corner of the Inventory screen to do a quick search for a product  
by entering all or part of the productôs name and clicking Go. 
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 The traditional Search screen is opened by the unlabeled button adjacent to the Go button. 

 

 

1. Enter or select the desired search criteria in the appropriate fields or buttons. Enter a partial SKU, 
Name or Description in the Starts With or Includes field to search for items that either begin with 
or include the characters entered. If search data is entered in more than one field, the program 
will only find products that match ALL of the search criteria.  

2. Press Tab or Enter. The system displays all matches for the entered data in the Select a 
Product list. 

3. Select (single-click) any of the products in the Select a Product list to view that itemôs 
information.  

4. The inventory count for the selected product can be changed by clicking the Adjust QOH button, 
which opens the Adjust Inventory form. 

5. Click the Clear Filter button to remove the current selection criteria and empty the Select a 
Product box. 

6. Click the Show All button to list all inventory items in the Select a Product list. 

7. Click View These Items to see all items in the search list at the Inventory window, where they 
can be browsed using the navigation buttons at the bottom of the screen. 
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Inventory Functions 

Creating a New Item 

Note: Each inventory item must be associated with a ñprimary supplierò and the information in this 
section of the manual assumes that supplier information has already been imported into The Stone 
Edge Order Manager during initial program setup. 

The Add button creates a new ñblankò item record that can be filled in to create a new product in The 
Stone Edge Order Manager.  

 

Note: Many of the shopping carts supported by The Stone Edge Order Manager enable direct 
Product Import via the Internet. If your cart supports that function, go to Main Menu >Settings > 
Shopping Carts > Additional Functions or Import My Orders > View My Shopping Carts > 
Additional Functions to import inventory from a specific shopping cart. Product information can 
also be imported from a text file or Microsoft Access database. 

1. Enter a unique Local SKU for each new item. This is how items are identified in the program. 
SKUs can include letters, numerals, spaces, underscores (_) and dashes (-). We do not 
recommend using other punctuation marks. In particular, they must not include quotes (ñ), 
apostrophes (ó), commas (,) and semicolons (;). SKUs are limited to 250 characters in length, 
however, there are many places in the program that can only display about 40 characters, so 
think small! 

2. Enter an Item Name. Provide a brief description of the item. 

3. Enter the Retail, Sale, or More, price levelsinformation. 

4. Enter the # On Hand and Category 

5. Select Add Primary Supplier  to designate a supplier, Unit Cost and other supplier related 
information, such as their purchasing rules.  
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a) Choose by the Piece, by the Lot, or by the Piece in fixed Lots  by the piece, by the lot, by 
the piece in fixed lots (this is not typical). If this item is NOT a lot, leave it set to the default, 
by the Piece.  

b) If the supplier of this item has a Minimum Order Qty.  minimum order quantity, enter that 
number in the field. If the item IS a lot, select Lots, otherwise leave it set to Pieces, which is 
the default. 

6. Depending on how you want to re-order inventory, enter the Reorder Point and Quantity, or 
Targets. 

7. Enter Published Wgt and/or Actual Weight.  The published weight is the weight displayed to 
customers at the website. The actual weight is used to calculate shipping costs. Enter weights as 
generic units (do not specify a unit of measure). 

8. Sold Not Recôd shows the number of units of the product considered to be sold although they 
have not been received from the supplier. 

9. Optional: Enter a Barcode. 

10. Optional: Select a Credit Account for QuickBooks. 

11. Optional: EmailBCC Enter an email address to receive a blind carbon copy of emails. 

12. Optional: Enter a Storage Loc. Only a single location per product can be entered presently. 

13. Optional: Select a pre-defined Fulfillment Ctr.  

14. Select the Country of Orig. 

15. The Selling by Lots box is where an item is designated as a ñLot,ò i.e., an item comprising 
multiple single unit SKUs. For more information about lots, see Purchasing in Lots in Chapter 4.  
If the item is NOT a lot, go to Step 6. If the item IS a lot, complete the following steps: 

a) Enter the Single Unit SKU of the item which comprises the lot. A Single Unit SKU is the 
individual piece that makes up a lot. Enter the number of single pieces that make up the lot in 
the Qty. in this SKU field.  

b) Choose which SKU to use For Purchase Orders: This SKU (i.e., the lot SKU) or the Single-
Unit SKU. When you create a purchase order the Single Unit SKU is displayed with the 
quantity needed to complete a lot by default. To display the Lot SKU on purchase orders, 
select This SKU. 

Note: For more information about defining ñlotò items in your inventory and setting up supplierôs 
purchasing rules, see Purchasing in Lots in Chapter 4.  

16. Leave the SKU Type  SKU typeset to the default, Normal. If the system is set to build sub-SKUs 
for an item or items (system parameter BuildSubSkus) , it automatically designates SKU Type to 
Parent or Sub-SKU.) 

17. Optional: Select Add File Image or Add Web Image to add images of the product. 

18. Enter a Description of the product in the text box. 

19. Optional: Select any of the check boxes that apply to the current product, such as Drop-Ship, 
Discontinued, etc. 

20. When finished entering data for the new item, click the Save button.. 

Note: If you do not already have unique SKUs for your products, The Stone Edge Order 
Manager can create unique numeric SKUs automatically. See the system parameters 
AutoNumberNewSKUs and AutoNumberSKULength for more information. 
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Duplicating an Item 

To create a new product that is similar to an existing item, use the Duplicate button to copy the 
information of the product currently being viewed to a new product record.. Complete the following 
steps: 

1. Locate the inventory record to be duplicated.  

2. Click the Duplicate button. The system prompts for a SKU and Product Name for the duplicate 
item. 

 

3. Select (check or uncheck) whether to copy the Primary Supplier, All Suppliers, and/or Option 
Lists from the original item. You can also specify whether to designate this SKU as the Supplier 
SKU.  

4. Click Duplicate. The system displays the new record in the Inventory screen. 

Deleting or Editing an Item  

The Delete and Edit buttons on the Inventory window allow you to remove or modify the records in 
the inventory database. 

Edit ï The current item is ñunlocked,ò and the fields in the record can now be changed. When finished 
editing the item, click the Save button to re-lock the record. Click the Cancel button to close the 
window without saving any changes. 

Delete ï The program prompts for confirmation as to whether the record currently being viewed 
should be deleted.   

Note: If an item is used as a part in any kits, it cannot be deleted.  If a product has been sold on 
any orders in The Stone Edge Order Manager, it is recommended to mark the item as discontinued 
instead of deleting it. To discontinue an item, use the Edit button, and then click the Discontinued 
check box on the Item Tab. 

Editing Multiple Items 

The Stone Edge Order Manager offers two powerful tools that allow you to edit multiple records 
quickly: 

Multi-Record Editor 
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The Multi-Record Editor is used to display an array of items in a grid, allowing them to be edited 
individually. It can also be used to quickly add new inventory records. 

The Global Editor button at the top of this form provides a quick way to jump from the Multi-Record 
Editor to the Global Editor form. See the next section for more details on using the Global Editor. 

The Add Products button allows you to add multiple inventory records at a single screen.  

The Filter button is used to limit the products (SKUs) contained in the lower grid. 

The Select All button causes all of the inventory field check boxes on all tabs to be selected. 

The Clear All button de-selects all check boxes of the of the inventory fields. 

Be sure to view all of the possible fields that can be changed via the Multi-Record & Price Editor by 
selecting each of the tabs: Standard Fields, Boxes, Custom Fields, Web & Miscellaneous Fields, 
and Price Changes. 

Complete the following steps to edit multiple records using the Multi Record Editor: 

Warning: All changes that are made to items using the Multi-Record Editor take effect immediately 
and cannot be undone. Be sure to back up the data file before proceeding. 

1. Open the Multi-Record Editor by going to Main Menu > Manage My Inventory > View and 
Manage My Inventory > Item > Multi-Record & Price Editor. 

 

2. Use the Filter button to limit the products contained in the lower grid. 

a. Enter the desired criteria in the Select Items form. 

b. Click the Edit Selected Items button. 

c. The program returns to the Edit Inventory screen with the limited list of SKUs. 

3. Use the check boxes on the tabs at the top half of the form to select which inventory fields to 
display in the lower grid.  

4. Any of the fields visible in the grid except the SKU, can be edited. Note that changes are 
stored immediately and there is no way to revert back to the original value by clicking a Cancel 
or Undo button.   

5. Click the X to close the screen when finished making changes.  

6. Backup the data file. 

Complete the following steps to add new items using the Multi-Record Editor: 
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1. Click the Add Products button. A single row appears in the grid. 

2. Enter data in the appropriate fields. Use the Tab button to move from one field to the next. 

3. When leaving the last field of a row, a new blank row appears where the next new item can be 
added. 

4. Click the X to close the screen when you are finished. 

5. Backup the data file. 

Global Editor 

The Global Editor allows you to make global ñfind and replaceò changes in a single field in all records, 
or selected records with just a few clicks.  

Note: All changes made using the Global Editor take effect immediately and cannot be undone. Be 
sure to back up the data file before proceeding: 

1. Navigate to Main Menu > Manage My Inventory > View and Manage My Inventory > Item 
> Global Editor.  

 

2. Select a field to be altered from the Change this field: drop-down list. 

3. In the To: field, enter the new value to be placed in the selected field. Depending on the 
field type chosen: 

a. Enter text in the To: field  

b. Select an option from a drop-down list in the To: field. 

c. Click a Yes or No button that appears next to the To: field. 

4. Either select the In all records check box to make a change affecting all records, or create 
conditions in the In records where: area. If conditions are specified, all the products that 
satisfy those conditions appear in the Selected Items grid. 

5. When all of the desired fields have been filled in, click the Perform Edit button. The 
changes defined in steps 2 and 3 are made to the item records selected in step 4. For more 
information, refer to the Knowledge Base. 

The Multi-Record & Price Editor link at the bottom of the form provides a quick way to jump 
to the Multi-Record Editor (Edit Inventory) form. 

http://www.stoneedge.com/help/default.htm#OM_DOC/Inventory_&_Suppliers/globaleditor.htm
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Receiving Items 

The Receive button on the Inventory window allows you to receive non-purchase order items into the 
inventory database.  

Note: If the items being received are part of a purchase order, receive them through the Purchase 
Orders window. Refer to Receiving Inventory for POs, in Chapter 4, for more information. 

Complete the following steps to receive items individually: 

1. Using the Inventory window, locate the item to be received. 

2. Click the Receive button on the Inventory window.  

 

3. Enter the number of items to receive in the Quantity to Add field. 

4. Enter the Cost per Unit that was paid for the items. 

5. Select whether you want to Print Barcoded Labels for the newly received items. You are 
prompted to enter how many labels to print if you select this check box. 

Note: The layout of the bar code labels depends on the setting in the system parameter 
BarcodeLabelTemplate. 

6. Click the OK button. The system adds the number that you entered to the itemôs existing 
Quantity on Hand figure. 

Note: It is possible to modify the # on Hand by clicking the Adjust QOH button and changing 
the current inventory value, if necessary. 

Printing Barcode Labels 

1. Go to Main Menu > Manage My Inventory > View and Manage My Inventory.  

2. Locate the desired product record.  

3. Click the button labeled Barcodes. 

4. Enter the number of labels to be printed for the item 

5. Select a barcode format (report) from the list and click OK.  
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Note: The name of the report (template) that is specified in system parameter 
BarcodeLabelTemplate is highlighted. If a different report is chosen from the list, it  temporarily 
overrides the value specified in the system parameter and becomes the default label format for that 
workstation until another report is selected from this window or the View Inventory form is closed.  

6. . The system displays the Select a Printer window, if UseReportMenu is set to TRUE. 

a. Use the default printer or check the Selected Printer box, select the barcode printer from the 
Select a Printer list on the left, and Select a Paper Source from the list on the right.  

b. Click Print. The system prints the selected number of barcode labels to the selected printer. 

Transferring Inventory 

Transferring inventory refers to the process of building or breaking lots of a given product. A lot 
contains multiple pieces of the same product. Suppliers may require you to buy a given product in lots 
but you want to sell the individual pieces. Stone Edge allows you to receive the inventory in the form 
of lots but then you can logically break a lot into the individual pieces for resale.  For example, if you 
sell batteries by the piece and also in packs of 10, inventory from the Single Unit SKU can be 
ñtransferredò to the Lot SKU. Packages of ten batteries can be sold in addition to single batteries. This 
provides an accurate inventory count at a glance. You can easily see how many single pieces there 
are in stock versus how many ten-packs are in stock. Conversely, if single pieces are almost sold out, 
but there are many ten-packs in stock, Lot SKUs can be broken down to replenish the inventory of 
single pieces. 

Note: Before Lot SKUs can be built, Single Unit SKUs and Lot Item SKUs inventory records must 
be created. Refer to Creating a New Item and Entering Product Information, earlier in this 
chapter, for information on entering SKUs.  

Building a Lot from a Single SKU 

Complete the following steps to transfer inventory: 
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1. Navigate to Main Menu > Settings > Inventory Functions > Transfer Inventory. The system 
displays the Transfer Inventory to ñLotò SKUs window: 

 

2. Select a SKU from the list to build into lots.  

Note: The SKU list comprises inventory items, which were assigned an associated  Single Unit 
SKU on the Item Tab of the Inventory screen (e.g., the item ñbag of applesò would be 
assigned the Single Unit SKU for ñone apple.ò) 

3. Enter the Number of Lots to Make and click Build Lots. 

The system reduces the inventory of the single piece SKUs by the number that it takes to make 
up the entered number of lots. 

Note: To Break Down Lots, follow the same procedures as above, but select Break Down Lots 
instead of Build Lots. 
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Building or Breaking Down a Lot from a Range of SKUs 

The lower right-hand corner of the Transfer Inventory screen is where you can Build or Break lots for 
all SKUs or selected SKUs which are defined as Lots in your inventory. 

 

Use the following steps to work with a range of SKUs: 

1. Select the radio button beside the operation to be performed: Build or Break Down. 

2. Enter the Quantity of Lots to build or check the All Possible box. 

3. Select the range of Single Unit SKUs from which lots will be built by entering common beginning 
or ending characters based on the naming convention in use. Or do the same for Lot SKUs that 
you wish to Break Down.  

Note: A field is provided to specify the inventory level at which a lot should be broken down. For 
example, if a lot SKU begins with ñSHò and the lotôs QOH is less than or equal to 10, the program  
transfers the inventory to the Single Unit SKU. 

4. Click Build Specified Lots. 

5. Click Close to exit the Transfer Inventory to ñLotò SKUs window. 
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Assemblies and Kits 

Assemblies 

Assemblies are used to build items from component parts or to break apart complete items and sell 
their individual components. Each assembly has its own SKU apart from its componentsô SKUs. The 
Assembly SKU must be added at the Inventory window. Refer to Creating a New Item, earlier in this 
chapter, for information on how to create a new item SKU. Once you have created the SKU, it can be 
defined as an assembly. 

When you build an assembly, the quantity on hand of its components decreases while the quantity on 
hand of the assembly increases; therefore, you transfer inventory from the component SKUs to the 
assembly SKU. The cost per unit of the assembly equals the total cost of its parts plus such things as 
labor, packaging, and handling fees, etc. 

Kits 

A kit is like an assembly in that it is made up of other products in your inventory, but The Stone Edge 
Order Manager does not track the quantity on hand for kits as it does for assemblies. QOH 
information is tracked by the parts, but not for the finished product.. Generally, if you pre-assemble 
and store the products before shipping them, you should use Assemblies. If you do not need to track 
the QOH for the finished product, use Kits. 

The sections below offer help on creating and defining kits and assemblies: 

Defining Assemblies 

Building an Assembly from Component Products 

Breaking Apart an Assembly into its Component Parts 

Building Kits 
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Defining Assemblies 

The Assemblies window is used to define assemblies, and also to build or break down assemblies. 
The program automatically adjusts the inventory appropriately.  

Note: An assembly SKU must be created at the Inventory window before components can be 
assigned to it. 

1. Navigate to Main Menu > Settings > Inventory Functions > Assemblies. The system displays 
the Assemblies window. 

2. Select the Define Assemblies radio button at the top of the screen. 

.0 

3. Select a SKU from the Assembly SKU drop-down list. Select Show All to see all SKUs in the 
drop-down list, or select Just Assemblies to see just those SKUs already defined as assemblies. 
Click the Search button to locate a particular SKU. 

4. Select the SKU to be added to the current assembly from the SKU to Add drop-down list, or click 
the Search button or the Copy from another SKU button to select products to be added to the 
assembly. If the latter methods are used, the program prompts you as to whether the current list 
of products should be cleared before entering the newly selected items. 

5. Enter the quantity of the item to be included in the current assembly by typing the number in the 
Quantity to Add field or clicking the Up and Down arrows next to it. 

6. Click Add. 

7. It is also possible to click the row of an individual assembly component and edit the quantity value 
directly in the Quantity field. The other fields are not editable here.  

8. To remove a component from the assembly, click its row and then click the Delete button.  
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Building an Assembly from Component Products 

Suppose you make and sell telephones. The telephones are made in advance of receiving any orders. 
When assemblies are built in The Stone Edge Order Manager, the program reduces the quantity on 
hand of the component SKUs (i.e., the bases, headsets, etc.), increases the quantity on hand of the 
assembly SKU, and provides a pick list to print. The pick list includes quantities and bin locations to 
pull the necessary items from inventory and physically build the designated number of telephones 
ordered. 

Complete the following steps to build assemblies: 

1. Navigate to Main Menu > Settings > Inventory Functions > Assemblies. The system 
displays the Assemblies window. 

2. Select the Build Assemblies option at the top of the screen. 

 

3. Select an assembly SKU from the Assembly SKU drop-down list. Select Show All to list all 
SKUs in the drop-down list, or select Just Assemblies to see just those SKUs already 
defined as assemblies. Click the Search button to search for a particular SKU. 

Note: Above the Parts in this Assembly list box, the program displays Quantity on Hand 
of the current assembly and the number of assemblies that can be built based on the 
quantity on hand of the assemblyôs components.  

4. To print a pick list including quantities and bin, click the Print Pick List button. (The report 
format used for printing is determined by the system parameter 
AssemblyPickListTemplate.)  

Note: As assemblies are built, the program stores a list of their components in a temporary 
file  used to print the pick list. After you print a pick list, click the Clear Pick List button to 
empty the list and start a fresh list. 
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Breaking an Assembly into its Components 

Suppose you buy used desktop computers and take them apart and sell their hard drives, memory, 
DVD-ROM drives, etc. When an assembly is broken apart in The Stone Edge Order Manager, the 
program reduces the quantity on hand of the computer model (the assembly) and increases the 
quantity on hand of the individual components. 

Complete the following steps to break apart an assembly and its components: 

1. Navigate to Main Menu > Settings > Inventory Functions > Assemblies. The system 
displays the Assemblies window. 

2. Select Break Assemblies.  

 

3. Select an assembly SKU from the Assembly SKU drop-down list. Select Show All to see all 
SKUs in the drop-down list, or select Just Assemblies to only see those SKUs already 
defined as assemblies. Click the Search button to search for a particular SKU. 

Note: Above the Parts in this Assembly list box, the program displays the Quantity on 
Hand for the current assembly. 

4. Enter the number of assemblies to be broken down in the Quantity to Break field by typing 
the number or by clicking the Up or Down arrows next to it. 

5. Click the Break Assemblies button. 

Building Kits 

The Define Kits window is used to select the parts in a kit. A new kit SKU should be created for 
new kits rather than re-using existing Kit SKUs.  

Note: A kit can also be defined and have component parts assigned to it at the Kits tab of the 
Inventory window. The Define Kits screen allows kits to be created quickly from pre-defined 
inventory items at one screen. 
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1. Navigate to Main Menu >Settings > Inventory Functions > Kits. The system displays the 
Define Kits window: 

 

2. Select a kit SKU from the Kit SKU drop-down list. Select the Show All radio button to see all 
SKUs in the drop-down list, or select Just Kits to only those SKUs already defined as kits. Or 
click the Search button to search for a particular SKU. 

3. Select the SKU that is to be added to the current kit from the SKU to Add drop-down list. 
Alternately, use the Search field to select an item. 

4. Enter the quantity of the item to be included in the kit by typing the number in the Qty field or 
clicking the Up or Down arrows next to it. 

5. Click Add. 

6. The quantity of the item to be included in the kit may also be changed by clicking the row of 
the individual kit components and editing the value directly in the Quantity field. The Part 
SKU or Item Name fields are not editable at this screen. 

7. To delete an item from the kit, click the row of an individual kit component and click the 
Delete button.  

Standard Messages 

Some merchants have products which require giving the buyer specific information or notices when 
those items are sold. For example, some items can only be sold to customers who are 18 or older, 
and others might require special handling when they are shipped. The Stone Edge Order Manager 
can display messages like that when Manual and POS orders are placed. There can be system-wide 
ñstandardò messages, shared by any number of products, and each product can have its own unique 
message, as well. Up to four messages can be displayed for any one product: three standard 
messages and one unique product message. The Standard Messages window allows you to create 
messages, which are assigned to products using the Inventory screen.  

Creating a Message 

Complete the following steps to view and/or add a message: 

1. Navigate to Main Menu > Settings > Inventory Functions > Standard Messages. The 
system displays the Standard Messages window: 
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2. Click the Create a New Message button.  

3. Enter a name for the new message and click the OK button. 

4. Type the Message Text and click Save.  

The message is now be available to add to any item in your inventory. Go to the Miscellaneous tab of 
the Inventory screen .One unique message for each product can also be assigned 

Note: View and edit your storeôs standard messages by selecting them from the Select a Message 
drop-down list. Click the Save button to save any changes that are made. 

Product Levels 

It is possible to create a three-level hierarchy of Categories, Subcategories, and Groups to help 
organize your product line. Assign each product to one or more of those levels. Refer to the 
Knowledge Base online for a further explanation of Product Levels. 

Note: ñLevelsò are only used by The Stone Edge Order Manager when uploading information about 
your products to Altura International (also known as Shop.com). If you use the Stone Edge Ecom 
Assembler (our Web catalog building program) and you have The Stone Edge Order Manager 
configured to share data with the Ecom Assembler, The Stone Edge Order Manager uses the 
Categories, Subcategories, Groups, and page assignments that are already set up in the Ecom 
Assembler. 

Creating Categories, Subcategories, and Groups 

Complete the following steps to establish Levels: 

1. Navigate to Main Menu > Settings > Inventory Functions > Levels.  

http://www.stoneedge.com/help/OM_DOC/Inventory_&_Suppliers/levels_categories%25
http://www.stoneedge.com/altura.html
http://www.stoneedge.com/ecomassembler.htm
http://www.stoneedge.com/ecomassembler.htm
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2. Click the Add button under the Categories, Subcategories, or Groups heading. The system 
displays the following dialog: 

 

Note: To create a Subcategory, first select a parent Category from the list. Likewise, to 
create a Group, first select a parent Category and Subcategory from the lists.  

3. Enter a location for the graphic in the Graphic field or click the Browse button to locate the 
file. No other information about the Category is required.  

4. Click the Save button to save your changes. 

To create multiple levels, click the Save button after each Category, Subcategory or Group is 
created.  

Assigning Products to a Level 

Once product levels are created, it is possible to assign products to any number of Categories, 
Subcategories, and/or Groups. 

Complete the following steps to assign products to a level: 

1. Navigate to Main Menu> Settings > Inventory Functions > Levels. 

2. Select the level to which products will be assigned. 

3. Click the Product Assignments tab. 
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4. Use the Show Product or First Letter of Name controls to filter the list of Available 
Products. The list can be filtered by product Name or SKU. 

5. Select a product in the Available Products list and click the Add button, or simply double-
click the product.  

6. Use the up or down arrow buttons on the right-hand side of the screen to change the order in 
which the items in the current level appear. 

Note: The sort order is only applicable to the Ecom Assembler, not Shop.com The Ecom 
Assembler uses the sort order when it builds Web pages for each level and needs to know 
the order in which to list the items on each page.  

7. To remove a product from a level, select it in the Products list and click Remove. 
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Moving Products Between Levels 

Once products have been assigned to a level, they can easily be copied or moved between levels 
by clicking the Move or Copy buttons.  

Open the Move Products Between Levels window: 

 

1. Select a level from the Categories, Subcategories, or Groups lists on the left-hand side of 
the window.  

2. Select a level from the Categories, Subcategories, or Groups lists on the right-hand side of 
the window.  

3. Use the Move and Copy buttons on the bottom half of the screen to move or copy products 
from one level to the other.  

4. Use the Up or Down Arrow buttons to change the sort order of the products within each level, 

or use the other buttons to move an item to the top or bottom of the list. The button labeled  
sorts the list by Item name and the button labeled , sorts the list by price. 

5. When finished, click the Close button. 

Note: The sort order is only applicable to the Ecom Assembler, not Shop.com The Ecom 
Assembler uses the sort order when it builds Web pages for each level and needs to know 
the order in which the items on each page should be listed. 
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Entering Barcodes 

You may recall that a barcode can be added for an item when viewing its record in the Inventory 
window. The Enter Barcodes window can also be used to quickly enter barcodes for products. This 
window allows you to simply click the item in the list, scan its barcode and then move on to the next 
item in the list. 

Complete the following steps to enter a barcode for an item using the Enter Barcodes window: 

1. Navigate to Main Menu > Settings > Inventory Functions > Enter Barcodes. The system 
displays the Enter Barcodes window: 

 

2. This window lists all SKUs in your inventory. Re-arrange the items by selecting a Sort by: 
option. It is also possible to search for products by entering search criteria in one of the Find: 
fields and pressing Tab or Enter. 

3. Select an item by clicking its row. 

4. Scan the barcode. 

5. If you make a mistake or need to change the barcode for an item, select the item and scan 
the correct barcode. The program prompts you to override the incorrect barcode. Click the 
OK button to replace the existing barcode with the new one. 

6. Click the Close button when you are finished. 

Changing Suppliers 

The Change Suppliers window is where supplier information can be added or changed for one or 
more items, including changing the itemôs default supplier. The Supplierôs SKU can also be set as the 
Local SKU for the item(s). Before any changes can be made, a list of items must be created. 
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Complete the following steps to change suppliers for inventory items: 

1. Navigate to Main Menu > Settings Inventory and Suppliers> Change Suppliers. The 
system displays the Change Suppliers window: 

 

2. Build a list of SKUs by making a selection in Select SKUs that and entering all or part of 
a SKU in the adjacent text box.  

3. Select the Change Supplier radio button. 

4. Select the existing supplier in the From: drop-down list. 

5. Select the new supplier from the To: drop-down list. 

6. Click the Build List button. The system adds all of the SKUs that match the criteria to the 
list on the right. 

Note: It is also possible to click one of the letter or number buttons at the bottom of the 
window to filter the Select SKUs to Modify area to show only SKUs that start with the 
selected character. The Search button can also be used to specify other criteria to filter 
the list. Once items are seen in the Select SKU(s) to Modify pane, click the Add to 
list button. The system adds the selected SKU(s) to the list on the right.  

7. Choose whether you would like to make the new supplier the primary supplier for the 
item(s) by selecting or de-selecting the Set as Primary Supplier check box. 

8. Click the Make Changes button. The system changes the indicated supplier to the new 
supplier for the selected SKU(s). 

Note: The supplier SKU can also be changed by clicking the Set Supplierôs 
SKU=Local SKU button, which sets the Supplierôs SKU equal to the value in the 
Local SKU field for either the Selected Item or the Entire List, depending on the 
option you selected. 
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Adding a Supplier to Items 

Complete the following steps to add a supplier to a list of items: 

1. Navigate to Main Menu >Settings > Inventory Functions > Change Suppliers. The system 
displays the Change Suppliers window. 

2. Select Add Supplier. The system changes the From and To drop-down lists to a single Add: 
drop-down list. 

3. Build a list of SKUs by making a selection in Select SKUs that and entering all or part of a 
SKU in the adjacent text box. . 

Note: Click one of the letter or number buttons at the bottom of the window to filter the 
Select SKUs to Modify area to show only SKUs that start with the selected character. 
Click the Search button to use other criteria to filter the list. Once the items are visible in 
the list box, select the SKU(s) to be modified, and click the Add to list button. The system 
adds the selected SKU(s) to the list box on the right. 

4. Select a supplier name to add to the selected items from the Add: drop-down list, or enter the 
new supplierôs name in the field. 

5. To make the new supplier the primary supplier for the item(s) as well, select the Set as 
Primary Supplier check box. 

6. Click the Make Changes button.  

7. Click OK. The system adds the selected supplier to the selected SKU(s). 

Note: The supplier SKU can also be changed by clicking the Set Supplierôs SKU=Local 
SKU button, which sets the value in the Supplierôs SKU field equal to the value in the 
Local SKU field for either the Selected Item or the Entire List (click the appropriate 
option). 

Changing SKUs 

At the Change SKUs window, the SKUs of one or more existing products can be changed. The 
program changes the SKUs wherever they appear in The Stone Edge Order Managerôs data, 
including any existing orders for the original SKU.  

Note: Stone Edge Technologies, Inc. strongly recommends backing up The Stone Edge 
Order Managerôs data file before using this feature! 
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Complete the following steps to change SKUs for existing inventory items: 

1. Navigate to Main Menu > Settings > Inventory Functions > Change SKUs. The system 
displays the Change SKUs window: 

 

2. At this screen, build a list of SKUs to be altered and indicate the new SKUs. No changes are 
actually made until the Make Changes button is clicked. 

3. To build a list of SKUs and their modifications, choose the Begin with or End with radio 
button and enter the selection criteria in the first text box.  

4. Enter the new SKU information in the TO text box.  

For example, to change all SKUs that begin with ACME to begin with AJAX, click the Begin 
with radio button and then type ACME in the first text box on the same line. Type AJAX in the 
TO text box. The program lists all of the SKUs beginning with ACME and how they will be 
changed (ACME001 to AJAX001, ACME Catalog to AJAX Catalog, etc.) 

5. Click the Build List button. 

Note: Another way to choose items to be modified is to click one of the letter or number 
buttons at the bottom of the window. Only SKUs that start with that number or letter are 
listed in the Select SKUs to Modify box. Similarly, the Search button can be used to 
specify criteria to filter the list. Once the items are visible in the Select SKUs to Modify list 
box, select the SKU(s) to be modified and click the Add to list button. The system adds the 
selected SKU(s) to the list box on the right. 

6. Modify the data in the New SKU column, as necessary. 

7. Click the Make Changes button. The system prompts for confirmation before taking action. 

8. Click the OK button. The system changes each Original SKU to the New SKU indicated in 
the list on the right. The system displays a confirmation dialog.  

9. Click OK to end the process. 
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Building Sub-SKUs for all Items 

If you sell products that are available with different ñoptionsò or ñattributesò (color, size, style, etc.), 
their inventory cannot be tracked properly without knowing exactly which combination of options has 
been purchased or sold.  

A parent SKU represents the basic product without any options or attributes. The Stone Edge Order 
Manager creates sub-SKUs by generating an inventory record for every possible combination of the 
parent SKU and its options. The parent SKU and option codes are separated by a delimiter (that is 
determined by setting a system parameter) to create a unique sub-SKU for each item allowing their 
inventory to be tracked accurately. 

Note: Some shopping cart systems take care of the conversion to sub-SKUs, in which case they 
just come in to The Stone Edge Order Manager as regular products. But other systems just send 
The Stone Edge Order Manager the Parent SKU and the selected options. The Stone Edge Order 
Manager must then take care of the conversion. The Stone Edge Order Manager has many options 
for handling Parent SKUs and Sub-SKUs. That is an advanced feature of the program and the 
complete details are beyond the scope of this manual. Please refer to the Knowledge Base online 
for a complete explanation.  

For example, suppose your store sells sweatshirts (SKU: a0001). There are three sizes: small, 
medium, and large. They all come in two colors: blue and red. When defining the options for that item, 
create SKU Codes for the option selections of size (sum, md, leg) and color (blue, red). Then, when 
The Stone Edge Order Manager builds the sub-SKUs, the system creates the items a0001-sm-blu, 
a0001-sm-red, a0001-med-blu, and so on. Note that you must create the option lists, options and 
SKU codes for each product that uses them before sub-SKUs can be built.  

Note: The item records created when the sub-SKUs are built inherit most of the characteristics of 
the parent item. However, Quantity on Hand information for each sub-SKU must be manually 
entered. 

There are a number of parameters that can be set to control how The Stone Edge Order Manager 
creates sub-SKUs. Refer to the Knowledge Base online for more information about building sub-
SKUs. 

IMPORTANT: Backup the data file before building sub-SKUs. In the event that the result of building 
sub-SKUs is not what was expected, use that backup to restore the data file to its previous state. 
Refer to Backing Up the Database, in Chapter 2, for more information. 

Complete the following steps to build sub-SKUs for inventory items that have options: 

1. Go to Quick Click> System Parameters. In Parameter Group, select Order Options. Select 
the parameter, BuildSubSKUs and set it to TRUE. Click Save. 

a) If the options donôt have a ñcode delimiter,ò (i.e. SKU code) then set the parameter, 
AddToSubSKUIfNoCodeDelimiter to TRUE. 

b)  Click Save. 

http://www.stoneedge.com/help/OM_DOC/inventory/Using_Sub_SKU.htm
http://www.stoneedge.com/help/OM_DOC/inventory/Using_Sub_SKU.htm
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2. Navigate to Main Menu > Settings > Inventory Functions > Build Sub-SKUs. 

 

3. Select whether you would like to Delete any un-needed Sub-SKUôs. (This only applies if 
parameter DeleteOrphanedSubSKUs is set to TRUE. 

4. Select whether to create sub-SKUs for All option list entries or Just products marked as 
ñParent SKUôs.ò The latter option allows the flexibility to define which items will be tracked by 
their options. 

5. Click the Build Sub-SKUôs button. The system builds sub-SKUs for the items with the option 
list entries that were indicated. When The Stone Edge Order Manager is finished, the system 
displays the result. 

6. Click the OK button to finish. 

7. If satisfied with the results, backup the data file. 
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Receiving Non-Purchase Order Items 

Non-Purchase Order Items are items that were ordered from a supplier, but not through a Stone Edge 
Order Manager purchase order.  

Note: This option is not compatible with FIFO Inventory Cost Tracking. Use the Receive Inventory 
function instead. 

Complete the following steps to receive non-purchase order items: 

1. Navigate to Main Menu > Settings > Inventory Functions > Scan Non-PO Items. The system 
displays the Scan Inventory window: 

 

2. Scan the Barcode of the item to be received, or enter its SKU. The system adds the item to the 
Scanned Items area. 

3. Enter the quantity received in the Quant. column of the Scanned Items area. 

Note: To clear the last item that was scanned, click the Cancel Last Scanned Item button at 
the top of the form. To start over completely, click the Cancel Entire List button. 

4. When all new inventory items have been scanned or entered, click the Save button to post the 
data and add the items to the quantities on hand in the storeôs inventory. 
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Exporting Inventory 

The Stone Edge Order Manager can export product data to a text file for use with other applications, 
including shopping carts. Select only the fields and products to be exported, or create an export 
ñtemplateò that can be re-used on future occasions. The data can be exported to either a comma-
delimited (.csv) or a tab-delimited (.txt) text file.  

Complete the following steps to export inventory: 

1. Navigate to Main Menu > Manage My Inventory > Export My Inventory. The system 
displays the Export Inventory window: 

 

2. Select the File Type to be created: Comma Delimited (.csv) or Tab Delimited (.txt). 

Note: The type of text file to create depends on the application that eventually uses the 
data. If unsure of the file types accepted by the application, consult its documentation. If the 
application accepts both types, follow this general guideline: If the data contains commas, 
apostrophes and/or quotes, use the tab-delimited format. If the data does not contain 
special characters, use the comma-delimited format. 

3. Select your options: 

¶ If the first row in the data file should contain the field names, select the Include Field 
Names check box. 

¶ To include discontinued items, select the Discontinued Items check box. 

¶ To include out-of-stock items, select the Out-of-Stock Items check box. 

4. For each field that is to be included in the text file, select the field name from one of the drop-
down lists under the Field to Export columns. As each field is added its data is displayed in 
the Sample Data pane. (When the form is first opened, it automatically displays the SKU in 
the first column; however that can be changed). 
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5. If Include Field Names was selected, the program uses the field names from the drop-down 
lists. To specify a different field name to use in the text file, enter it in the Field Label column. 
For example, there is a field in The Stone Edge Order Manager called ActualWeight. To 
include that field in the export, but call it ñPackage Weightò, select the ActualWeight field, 
then type ñPackage Weightò (without the quotes) into the corresponding Field Label field. 

6. Click the Custom Column button for directions on adding a custom column of data to the 
exported file: 

 

7. If only a subset of the inventory is exported, click the Filter button to open the Select Items 
form. After building a list of items, click Export Selected Items button to return to the Export 
Inventory form. 

8. If more than twenty fields are to be exported, click the button labeled 21-40 in the Show 
fields section of the form. 

9. Click Export. The program prompts you to enter a location and name for the text file and the 
data is exported.  

Creating an Export Template 

If data is frequently exported to text files, set up one or more export format ñtemplatesò which can be 
retrieved from the Load Export Template drop-down list on the Export Inventory form.  

Complete the following steps to create an export template: 

1. Navigate to Main Menu > Manage My Inventory > Export Inventory window appears. 

 

2. Select the fields to be exported, and then click Save Template.  

3. Enter a name for the new template and click OK.  
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4. If a template with that name already exists in the system, the program prompts you to save it 
under a different name or overwrite it.  

5. The new template appears in the Load Export Template drop-down list. 

6. To delete a template, select it from the Load Export Template drop-down list and then click 
the Delete Current Template button. 
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4 Managing 
Suppliers and 

Purchase 
Orders 

The Stone Edge Order Manager manages both regular and drop-ship suppliers. Regular 
suppliers are those vendors from whom inventory is purchased and stocked, while drop-ship 
suppliers receive orders from a merchant and ship the products directly to the merchantôs 
customer.  

The Stone Edge Order Manager can also manage purchase orders (POs) for both stocked or 
drop-ship products. POs can be automatically created when products are needed according 
to the merchantôs pre-defined criteria, or they can be created manually, for one or more 
suppliers. This chapter is divided into the following sections:  

Managing Suppliers 

Creating Purchase Orders 

Managing Purchase Orders 
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Managing Suppliers 

ñSuppliersò are the companies you purchase products for resale to customers. Regular suppliers ship 
the items to the merchant who in turn ships them to the customer. Drop-Ship suppliers send products 
directly to the merchantôs customers rather than the merchant filling the order from their own stock. 

By entering supplier information into The Stone Edge Order Manager, it is possible to generate and 
track purchase orders as well as the cost of goods. 

The Suppliers screen is where supplier records can be added, edited, searched, or deleted. You can 
also call or send an email to the supplier by using the buttons in the upper right-hand side of the form. 
The types of information contained in the Supplier record are: the company and contact names, 
physical address and email information, as well as purchase order options and notes for each 
supplier. 

Note: Supplier information can also be imported from a text file or Microsoft Access database.  

Complete the following steps to manually create suppliers: 

1. Go to Main Menu > Manage My Inventory > Manage My Suppliers. 
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2. Click the Add button.  

 

3. Fill in information about that supplier on each of the tabs: Company Information, Purchase 
Order Settings and Notes 

4. Click the Save button. 

Note: It is important to complete as much information as possible because the program 
uses this information to mail, fax, or email purchase orders to the supplier. 

To edit an existing supplier record: 

1. Open the Suppliers screen. Once supplier records have been defined in The Stone Edge 
Order Manager, a particular supplier record can be selected by using the navigation buttons 
at the bottom left-hand side of the screen or by clicking the Search button and entering 
search criteria. Simple wildcard searches are permitted in all fields except the Supplier Code 
field. 

2. To edit the supplier record, click the Edit button, make the required changes to the record and 
click the Save button. 

To delete a supplier record: 

1. Navigate to the desired supplier record. 

2. Click the Delete button. There is no ñun-doò button, so be careful when deleting suppliers. If 
making a large number of changes, backup the data file prior to deleting records. Refer to 
Chapter 2, Backing Up the Data Base, for more information.  

To have the computer dial the supplierôs telephone number: 

1. Navigate to the desired supplier record. 

2. Click one of the phone number fields (Phone, Toll Free Phone), then click the Dial button . This 
feature must be correctly configured in both Windows and The Stone Edge Order Manager before 
it works. Stone Edgeôs system parameter ShowPhoneButtons must be set to TRUE before the 
phone button is visible in the upper right hand corner of the screen. Refer to the Knowledge Base 
article entitled, Dialing a Telephone with The Stone Edge Order Manager.  

To send an email to a supplier: 
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1. Navigate to the desired supplier record. 

2. Click the Email Supplier link on the Company Information tab manually send an email message 
to the supplier.  

3. Select an email template from the drop-down. It is possible to edit the text of the message 
template before it is sent by clicking the Edit Message. Users can also create their own custom 
email templates. Refer to Email Templates, found in Chapter 2 of this document. 

4. Click the Send button.  

5. Click the Close button to exit the Suppliers window. 

Company Information Tab 

The Company Information tab contains pertinent information about a supplier. Purchase orders 
are sent using this information, and therefore it is important that this information is complete and 
accurate. Click the Edit button at the top of the Supplier screen to change any information on this 
tab. Click the Save button when the changes are complete. The companyôs website can be 
viewed by clicking the View Website link in the accordion and the Website URL field is filled in. 

Purchase Order Settings Tab 

The Purchase Order Settings tab displays information about how purchase orders are handled 
for each supplier.  

 

Order Methods for Suppliers 

The Stone Edge Order Manager can send regular and drop-ship purchase orders to suppliers via 
mail, email, or fax. Drop-ship POs can also be sent via text files. Select a report template for the 
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type of method that will be used to send order information to each supplier. Regular and drop-
ship purchase orders each have their own settings at this screen. An explanation each of the 
settings follows: 

Print for Mailing ï Use this option to manually print regular purchase orders or drop-ship 
purchase orders. A hard-copy is printed for mailing. 

Print for Faxing ï Use this option to manually print regular purchase orders or drop-ship 
purchase orders. A hard-copy is printed for faxing. 

Fax Automatically ï The Stone Edge Order Manager is capable of sending purchase orders and 
drop-ship purchase orders via fax automatically using Windows Fax. See Microsoft Windowôs 
Help to configure Windows Fax on each machine that will be used to send faxes to suppliers. 
Refer to Setting up a Supplier to Fax Orders Automatically below.  

Email Automatically ï Use this option to send an email automatically. Also refer to Setting up a 
Supplier to Email Orders Automatically below. 

Text file export ï (Only available for drop-ship orders) use this option to create a text file with 
drop-ship order information. Each supplier should have a separate export text file (Export File) 
where the purchase order data is written. 

 If multiple suppliers accept order data in the same format, they may share a Text File template. 
Otherwise, create a unique text file template according to each supplierôs requirements. 

Attach Text File ï (Only available for drop-ship orders) check this box to have the text file named 
in the Export File field below attached to the purchase order email that is sent to the supplier. 

No Drop-Shipping ï Select this radio button to identify suppliers that cannot be used to drop-
ship items.  

Report/Email Templates 

System Parameters designate default templates for each type of Order Method (mail, fax, email) 
which are used when sending purchase orders to a supplier. You do not need to take any action 
regarding these parameters unless a custom template is used for certain suppliers. To override 
the programôs default template settings, open the Supplier window, Purchase Order Settings tab 
and choose the custom template from the drop-down box for that supplierôs Order Method. See 
Chapter 2 for more information on creating custom reports or email templates.  

Additional Options 

The Terms area of the Purchase Order Options tab is where you can specify the payment 
ñtermsò for purchase orders created by The Stone Edge Order Manager for the selected supplier. 

Terms ï Select the terms that apply to this supplier. The list of terms can be entered and edited 
at the List Maintenance screen (Main Menu > Settings > Data Functions > List Maintenance 
> Payment Terms). See the section entitled, List Maintenance, in Chapter 2 for more 
information. 

Minimum Order Amount ï Set a minimum order amount. The Stone Edge Order Manager 
warns you if a purchase order total is less than this amount. 

Free Freight Level ï This field tells The Stone Edge Order Manager the level at which the 
supplier provides free freight for purchase orders. 

Email BCC Address ï Enter an email address to receive a copy of all purchase orders emailed 
to the supplier. 

Default Shipping Method ï Enter the default shipping method for orders coming from this 
supplier. 
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Currency Type ï Select a currency type from the drop-down list to use for purchase orders sent 
to this supplier. 

Setting up a Supplier to Print Purchase Orders for Mailing 

Complete the following steps to print purchase orders for mailing: 

1. Open the Suppliers screen by navigating to Main Menu > Manage My Inventory > Manage 
My Suppliers. It may also be accessible via the Quick Clicks on the Main Menu. 

2. Use the Search button or navigate to the appropriate supplier record by using the 
directional arrows at the bottom of the page.  

3. Click the Edit button. 

4. Select the Purchase Order Settings tab. 

5. Select Print for Mailing as the Order Method. 

6. If a custom template was created for this supplier, select it from the Report/Email Templates 
Mail drop-down list. Otherwise, leave this field blank and the program uses the default 
template reports, PO ï Standard for regular purchase orders, and Drop Ship ï Mail for 
mailing drop ship purchase orders..  

7. Click Save. When a purchase order is created for the supplier , it is sent to the default 
printer of the PC that generated the purchase order.  

To send the report to a different printer, it is possible to edit the report templateôs Page 
Setup information to direct the output to a specific printer. Refer to Microsoft Accessô Help 
for directions on altering a report to direct output to a specific printer, or see the Knowledge 
Base article entitled, Set Report Specific Printer Settings (search for specific printer). Save 
the altered report with a new name in the current program file and also save it in the Custom 
Reports database. Import the new custom report into the program file on each workstation 
as needed. See the section entitled Custom Report Maintenance, in Chapter 2 of this 
document for more details.  

Setting up a Supplier to Fax Purchase Orders  

Complete the following steps to fax purchase orders to a supplier: 

1. Open the Suppliers screen by navigating to Main Menu > Manage My Inventory > 
Manage My Suppliers. It may also be accessible via the Quick Clicks on the Main Menu. 

2. Use the Search button or navigate to the appropriate supplier record by using the 
directional arrows at the bottom of the page.  

3. Click the Edit button. 

4. Select the Purchase Order Settings tab. 

5. If a custom purchase order template was created for the supplier, select it from the 
Templates drop-down box next to the desired Order Method on the Purchase Order 
Settings tab. Otherwise, leave this field blank and the system will use the default 
templates for the chosen Order Method. For regular purchase orders, the Order Method 
Print for Faxing uses the PO ï Standard template and the Fax Automatically method 
uses the PO ï Auto Fax template. Drop-ship purchase orders Print for Faxing method 
uses the Drop Ship ï Manual Fax template and the Fax Automatically method uses 
the Drop Ship ï Auto Fax template by default.  

6. Click Save. When a purchase order is generated for the supplier, it is process according to 
the supplier-specific settings. 

Setting up a Supplier to Email Purchase Orders Automatically 
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Complete the following steps to automatically email purchase orders to a supplier: 

1. Open the Suppliers screen by navigating to Main Menu > Manage My Inventory > Manage 
My Suppliers. It may also be accessible via the Quick Clicks on the Main Menu. 

2. Use the Search button or navigate to the appropriate supplier record by using the directional 
arrows at the bottom of the page.  

3. Click the Edit button. 

4. Select the Purchase Order Settings tab. 

5. Select Email Automatically as the Order Method in the standard and/or drop shipping 
section of the Purchase Order Settings tab of the supplier record. 

6. If a custom template has been created for this supplier, select it from the Templates drop-
down box next to the Order Method (Email). Otherwise, leave this field blank and the program  
uses the default email template reports, PO ï Email or Drop Ship ï Email.  

7. If sending a text file by email (drop-ship POôs only), select the Attach Text File box to have 
the file specified in the Export file field attached to the email sent automatically to the 
supplier. System parameter EmailSendMethod must be set to Order Manager to use this 
feature. There must be an email address entered into the Main Email field on the Company 
Information tab of the supplier record for this option to work. 

8. Click Save.  

Notes Tab 

The Notes tab shows all of the existing notes and tasks associated with the supplier record. Use 
the buttons on the form to add, edit, search or respond to existing notes. Refer to Checking 
Notes and Tasks, in Chapter 2, for more information. 

 

Working with Supplier Notes and Tasks 

Complete the following steps to view, add, or edit notes to a supplier record: 
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1. Open the Suppliers screen by navigating to Main Menu > Manage My Inventory > Manage 
My Suppliers. It may also be accessible via the Quick Clicks on the Main Menu. 

2. Use the Search button or navigate to the appropriate supplier record by using the 
directional arrows at the bottom of the page.  

3. Click the Edit button. 

4. Select the Notes tab. 

5. All of the notes associated with the supplier record are listed. Select a particular note and 
the details are displayed at the bottom of the screen.  

6. Use the buttons on the Notes tab to Add, Edit, Search or Reply to notes. Notes can also 
be marked as completed or canceled, by clicking the Complete or Cancel buttons.  

7. Click the View Outgoing Email button to see emails sent to the supplier. System 
Parameter AddEmailToNotes must be set equal to TRUE for emails to be saved in the 
body of a Note. The Delete button is not visible unless system parameter 
AllowDeleteNotes is set to TRUE. Refer to Checking Notes and Tasks, in Chapter 2, for 
more detailed information about using the Notes feature. 

Custom Tab 

The Custom tab is only visible when you have defined custom supplier fields. See the Knowledge 
Base topic, Configuring Custom Fields for more information. 

Creating Purchase Orders 

The Stone Edge Order Manager can create purchase orders (POs) for re-stocking purposes. Use 
The Stone Edge Order Manager to log new inventory when it is received, and enter invoices from 
vendors. Create POs automatically or manually. If POs are created manually, it is possible to 
either select items individually or use the multi-select tool to select multiple items quickly.  

Refer to the following sections for more information on the various methods of creating POs: 

Creating POs Automatically 

Creating POs from Individual Items 

Creating POs Using Multi-Select 

Purchasing Lots 

Creating POs Automatically 

The Stone Edge Order Manager can create new purchase orders automatically for a single supplier or 
all suppliers. If you select All Suppliers on the Purchase Order form, the program creates a separate 
PO for each supplier. The program displays the items and quantities to be ordered, based on 
information that has been specified in supplier and product records. The results can be reviewed and 
modified prior to the purchase order actually being created (saved) and sent to the supplier.  

The automatic PO generation only works for products that have a ñprimary supplierò established in The 
Stone Edge Order Manager. Products with no primary supplier can only be added to purchase orders 
manually. 

The program reviews the following factors for each product: 

¶ Quantity on Hand 

¶ Quantity needed for any un-filled orders 
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¶ Quantity already ordered from your suppliers, but not yet received 

¶ Minimum order quantity and other purchasing rules  
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PO Calculation Method Parameter 

The way that The Stone Edge Order Manager automatically calculates the Items and Quantity to 
Order for the POs it generates is controlled by the POCalcMethod system parameter. There are 
three possible settings for this parameter: 

Setting Calculation Effects on Inventory Screen 
Fields 

Order 
Quantity 

If Qty on Hand + Qty on Order ï Qty Needed 
for un-filled orders is less than or equal to its 
Reorder Point, order the greater of (Qty 
Needed ï Qty on Hand ï Qty on Order) or 
the Reorder Qty. 

The Item tab of the Inventory 
screen displays # On Hand 
and Reorder Pt and Reorder 
Qty. fields. 

 

Target 
Quantity 

If the Quantity on Hand + Quantity on Order ï 
Quantity Needed for un-filled orders is less 
than the Target Quantity, order enough to get 
back to the Target Quantity. 

The Item tab of the Inventory 
screen displays # On Hand 
and Target Qty. fields. 

Delayed 
Target 

Wait until the Quantity on Hand + Quantity on 
Order ï Quantity Needed for un-filled orders 
is less than or equal to the Reorder Point, 
then order enough to get back to the Target 
Quantity. 

The Item tab of the Inventory 
screen displays # On Hand 
and Target Qty. and Reorder 
Point fields. 

To set the parameter according to the business needs, go to Quick Clicks > System Parameters. In 
the Parameter Group box, select Purchase Orders. Select POCalcMethod from the Parameters in 
Selected Group box.  

Regardless of which method is chosen, the Create POs Automatically function on the Purchase 
Orders screen allows you to edit and add items to the automatically generated purchase orders prior 
to sending them. 

Complete the following steps to automatically create a purchase order: 

1. Go to the Main Menu > Manage My Inventory > Manage My Purchase Orders or it may 
also be available in the Quick Clicks list on the Main menu, provided you have not altered the 
default settings. 

2. Click Create New POs tab or button. 

 



     Managing Suppliers and Purchase Orders 
 

The Stone Edge Order Manager Userôs Guide 132 
 

3. The Create POs Automatically button is selected by default. 

4. Select how you would like to create your PO: Automatically, Manually by item or Manually 
from list. Then select additional options: 

Item Ordering 
Option 

Result 

Needed SKUs Only purchase items supplied by this vendor that require 
reordering based on the setting of the system parameter 
POCalcMethod. 

All SKUs Order all inventory items that are purchased from this supplier 
in the specified Reorder Quantity for each item. 

Refills Order items from this supplier based on historical sales data.  

For example (underlined values are sample numbers): If there 
is less than a 30 day supply, bring the QOH up to a 60 day 
supply. Base the sales on the last 30 days OR on sales from 
May 1, 2009 thru May 31, 2009.  

The Stone Edge Order Manager calculates the average 
number of items that sold per day in that period. You can then 
order an X-day supply based on that rate. 

5. Select the suppliers for which purchase orders are created:  

Supplier Option Result 

Selected Supplier This creates a single purchase order for the selected supplier. 
Select the supplier from the drop-down list. Only items that 
have the chosen supplier marked as their Primary Supplier (on 
the item inventory record) can be added to the purchase order 
for the supplier. 

All Suppliers This creates a separate purchase order for each supplier from 
which products need to be ordered. 

6. Optional: Enter a string of text in the Limit to SKUs that start with box to limit the items that 
will be included in the purchase order. 

7. Optional: Enter a value in the Include backorders from last ___ days to limit how far back 
the program should look for backordered items. 
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8. Once all choices have been made, click the ADD TO ORDER button. The items to be 
ordered appear in the list to the right. 

 

9. It is possible to edit any of the Qty. to Order fields, or select an item and click the Delete 
button to remove that item from the PO. 

10. Click the Show POs button to view each PO to be created when the Create button is 
clicked. Any special instructions, comments, notes or other order details can be added to 
each PO from this screen as well. Use the navigation arrows at the bottom left-hand side of 
the screen to scroll between multiple purchase orders: 

 

11. Select Create to generate the purchase order and/or send it to the supplier. The system 
prompts for confirmation before it sends the PO to the supplier. 

Note: The system may display a warning if any PO is below its supplierôs minimum 
quantity or free shipping threshold. Click the Yes button to override the warning. 

12. Click OK. The Stone Edge Order Manager asks if file copies should be printed. 
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13. Select Yes or No. Then respond OK to acknowledge the end of the process. 

The system creates the purchase order(s) and, depending on the delivery method specified for 
each supplier, either prints, emails or faxes them to the suppliers. 

Manually Creating POs for a Specific Item 

The Manually by item radio button allows you to select specific items to add to a  Purchase 
Order by selecting its Local SKU or Item Name from the drop-down boxes and clicking the ADD 
TO ORDER button. Repeat the process to order more products. Edit the value in the Qty. to 
Order field if more than one of the item is needed.  

 

Review the purchase orders to be created by clicking the Show POs button. Add any special 
comments or instructions to the purchase order. If multiple purchase orders will be created, scroll 
between them by using the navigation buttons at the bottom of the list. The Preview button 
displays an electronic copy of the purchase order(s). Click the Create button to generate the 
order and/or send it to the supplier. You have the option to send the PO to the supplier and to 
print file copies. If you elect to send the PO to the supplier, the program uses the settings in the 
Supplier record to determine the delivery method in which the PO is sent (print/mail, email or fax). 

Manually Creating POs for Multiple Items 

 Manually from List lets you quickly add several specific items to a purchase orders at one time. 
Select Click Find an item to add and the system displays a list all inventory items: 

Filter the items shown by entering criteria in the fields at the top of the screen, and press the 
Enter key to display the filtered items. Click Show All to view all items in the inventory.  

Enter a quantity in the # to Order field for each item that is being ordered and click the OK 
button. The system adds the selected items in the specified quantities to the purchase order 
product list. 

Review the items to be ordered in the list on the right and view each potential PO by clicking the 
Show POs button. Add any special instructions or comments to the purchase orders. When 
satisfied with the data, select the Create button to generate the purchase order(s). You have the 
option to send them to the supplier and to print file copies. 
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The system creates the purchase order(s) and, depending on the delivery method specified for 
each supplier, the program will print, email or fax them to the suppliers. 

 

Purchasing in Lots 

If there are inventory items which are purchased from a supplier as a ñlotò, then those purchasing 
rules must be defined in the Stone Edge Order Manager supplier record before creating a 
purchase order for those items so that the program can correctly generate a purchase order and 
track inventory for lot items.  

Note: Lot items may have been defined when inventory was imported during setup or it may 
have been entered when a new inventory item was created. (See Step 5 in Creating a New 
Item, found in Chapter 3). For information about creating a lot from single items and/or 
breaking lots into single items, see Transferring Inventory in Chapter 3. 

Configure the Supplierôs Purchasing Rules for a Lot Item 

1.  Go to Main Menu > Manage My Inventory > View and Manage My Inventory > Suppliers. 
The Inventory screen may also be accessible from the Quick Clicks on the Main Menu. 

2. Use the Search field at the top of the accordion to find an item or use the navigation arrows 
at the bottom left-hand side of the screen to scroll through all inventory records.  
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3. Click the small Edit button adjacent to Supplier for this SKU to make changes to the 
information on this screen. 

 

Figure 1: Purchasing by the Lot   

In this example, a merchant sells wine by the bottle, which the vendor requires he purchase 
by the Lot, (i.e., case) with a minimum order quantity of 1. Should the Auto PO System 
determine that you need to order 8 bottles of wine to meet his target quantity on hand, it will 
order a quantity of 1 lot because this SKU must be ordered in lots of 12 bottles. The Auto PO 
System will place one lot (1 case) on the purchase order (instead of 12 bottles) because this 
SKU is ordered ñby the Lot.ò 

 

Figure 2: Purchasing by the Piece in fixed Lots  
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 In this example, the merchant sells wine by the bottle, which he must purchase by the Piece 
in fixed Lots (i.e. cases). Should the Auto PO System determine that the merchant needs to 
order 8 bottles of wine to meet his target quantity on hand, it will increase the order quantity 
to 12 units because this SKU must be ordered in fixed lots of 12 bottles. The Auto PO System 
will place 12 units on the purchase order (instead of 1 lot or case) because this SKU is 
ordered ñby the Piece in fixed Lots.ò 

4. Enter the Supplierôs Purchasing Rules to specify how items are purchased from the 
supplier.  

a. Choose by the Piece (default setting), by the Lot, or by the Piece in fixed Lots (the 
latter is not typical). The difference between purchasing in ñlotsò and ñby the piece in 
fixed lotsò is how the merchant, or the vendor, wants the line item to display on the 
purchase order ï by the number of units (singles) or the number of lots (i.e., cases). 

b. If the supplier of this item has a Minimum Order Quantity., enter that number in the 
field. If this item must be ordered by the lot, select Lots, otherwise leave it set to 
Pieces (default setting). 

5. In the Purchasing in Quantity Lots box, enter the Pieces per Lot and Cost per Lot.  

6. Click the Save button. 

Creating a PO for Items Purchased in Lots 

Once lot items have been defined and the supplierôs purchasing rules have been set, purchase orders 
can be created in the same way as they are for single-SKU items: Create POs Automatically, Order 
Individual Items, or Multi-Select. See the section, Creating Purchase Orders, earlier in this chapter, 
for more information. 
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Managing Purchase Orders 

About the Purchase Orders Screen 

The Purchase Orders screen is used to create and view purchase orders. There are seven 
accordion tabs for Purchase Orders:  

¶ Find & Select a PO 

¶ View Selected PO 

¶ Inventory Status 

¶ Create New PO 

¶ Drop-Ship Tracking 

¶ Receive Inventory 

¶ Invoices 

In addition, there are two large buttons in the middle of the screen to Create a New PO or Find a PO.  

You can also select Additional Functions, such as entering tracking numbers, receiving inventory 
against purchase orders, and entering invoices for existing purchase orders, directly from this main 
page.  

Purchase Order Workflow 

The general workflow for regular (restocking) purchase orders is the following: Create a new PO > 
Send it to the supplier > Receive Inventory from the supplier > Enter Invoices into Stone Edge. 

The workflow for drop-ship purchase orders is the following: Create a drop-ship PO and send to 
supplier > Enter or import tracking data from supplier file > Enter invoices into Stone Edge. 

Once invoices have been entered, they can be exported to QuickBooks as bills to be paid.  

Unfortunately, the whole purchase order process can be cumbersome for a lot of merchants: 

¶ POs may need to be changed between the time they are placed and the time they are received. 

¶ After a purchase order is placed, you may find that the costs are different from what was 
expected. 

¶ The actual products and quantities that are received may differ from what was ordered. 

¶ Invoices may include all or portions of multiple POs.  

To accommodate issues like these, The Stone Edge Order Manager uses the concept of ñloosely 
connected data.ò For each purchase order, The Stone Edge Order Manager stores what was 
originally ordered, what is currently expected (if not already received), what is received and what has 
been invoiced. Each stage is ñloosely connectedò to the other stages, so almost anything can be 
changed until the items have been received and invoiced. 

Find & Select a PO Tab 

The Find & Select a PO is used to locate and select purchase orders for viewing.  
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Enter filtering criteria (e.g., filter by   the status or type of POs, the supplier, a range of purchase order 
numbers, a date range, or by SKU or item name) and select Begin Search to product a list of 
purchase orders. The Clear Search Form button removes the filtering criteria and displays all POs.  

 

Select a purchase order from the list and click View PO to see more details, such as the Line items, 
Expected, Received or Invoiced records. 

You can also view note or take additional action related to the purchase order by selecting one of the 
tabs in the accordion. 

Be aware that each purchase orderôs original details are ñlockedò once the purchase order has been 
added to a Purchase Order Invoice, however, ñExpectedò and ñReceivedò information for the 
purchase order can still be edited.  

Close POS Past Cancel By Date 

This link does not open a new screen but it allows you to close purchase orders having 
Expected items which were not Received by the cancellation date set when the purchase 
order was created. It assumes you will create a purchase order for those items with 
another supplier  

Print PO Status Report 

This link sends the Purchase Order Status report to the default printer or opens the printer menu if 
UsePrinterMenu is TRUE.  
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View Selected PO Tab 

The View Selected PO tab of the Purchase Order screen contains links to view the different types of 
data associated with the selected purchase order.  

View PO Items. 

Purchase order information can be edited or re-sent from this tab. Barcode labels can be printed for 
Received or Expected items. The expected date for all items on the PO can be set by clicking the 
calendar button when viewing the expected records of a PO. Purchase orders can also be closed 
from this tab. 

 

 View PO Info 

General purchase order and supplier information is displayed at this screen. Click the Edit button to 
make changes. To see the entire supplier record, click the View button. Use the Email  button to 
send an email. 

 

 

View PO Combined Items 

This screen displays a complete list of all the expected items on all POs currently listed on the Find 
& a Select PO tab. The Show Details button displays each line item individually. Click the 
Summarize button to view the combined totals for each product. The lists can be sorted by 
LocalSKU or Supplierôs SKU. 
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Inventory Status Tab 

The Inventory Status tab allows you to display current inventory information for selected items, items 
from s selected supplier, those that are below their reorder points, etc.  

The data can be sorted by Local SKU, Supplierôs SKU, Item Name, Supplier, QOH or Category. 

You can also make changes to selected inventory records by selecting it in the list and clicking the 
Edit SKU button. 
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Create New PO Tab  

The Create New PO tab provides three different methods for creating purchase orders: automatically, 
manually by item or manually from a list of products. 

 

View QTY Not Shipped & BO 

Select a supplier and an item and this link shows the quantity needed for a given time period, the 
quantity of the item marked as shipped on orders but do not have an actual ship date set. The program 
offers to show the orders for which those items have no ship date. 

 

Search for SKUs 
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This accordion link opens the Search Inventory screen where you can enter criteria to search for a SKU 
to add to a new purchase order. 

 

Add New SKU 

This link opens the Add New Product screen where you can add a product record on the fly and add it 
to a new purchase order.  

  

View Selected SKU Details 

This link opens the selected item in the Inventory screen. 
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Drop-Ship Tracking Tab  

The Drop-Ship Tracking tab includes the Add Tracking Numbers link which opens the Drop-Ship 
Tracking screen. Tracking information can be added manually for regular purchase orders or for drop-
ship purchase orders, or it can be imported via a text file. When finished, click the Post Data button to 
save the data. 

 

Receive Inventory Tab  

The Receive Inventory tab includes a link to Receive Against a Purchase Order. It opens the Select 
Purchase Orders screen where you can select one or more purchase orders to ñreceive inventory:ò into 
the database. 
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Invoices Tab  

The Invoices tab includes a link to Enter Invoices for Purchase Orders. It opens the Purchase Order 
Invoices screen where you can add invoice information for one or more purchase orders. 

 

How to é 

Revise a Purchase Order 
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Complete the following steps to find and revise a PO: 

1. Go to Main Menu > Manage My Inventory > Manage My Purchase Orders > Find a PO. 

2. Enter filtering criteria in the fields on the left to limit the list of purchase orders displayed.  

3. Click Begin Search. The system displays the results in the right-hand side of the screen. To 
remove the filter from the list of records, click the Clear Search Form button. All purchase 
orders are then displayed in the list. 

4. Select the row of a PO in the list and click the View PO button. Refer to the previous image. 

 

5. You can then choose to view each of the record types associated with the Purchase Order. 
You can also resend a purchase order to a supplier, print the purchase order or close a 
purchase order.  You can also select a line item and print barcode labels for that item, or you 
can add, edit or cancel a line item on the purchase order. 

View Option Result 

Line Items View the individual items listed on the initial purchase order. These line 
items may be edited until the PO is ñlockedò (added to a purchase order 
invoice). Once the PO is locked, this option provides a ñsnapshotò of the 
original PO placed with the supplier, and the Split, Add, Edit and Cancel 
buttons are hidden on the Line Items screen. 

Expected View and edit the quantity of items the merchant expects to receive from 
the supplier. The information here may or may not match that shown by 
the line items. This is the actual working area for PO management after 
the PO has been created and sent, and before you receive your 
inventory. 

Received View the quantity of items actually received from the supplier. 

Invoiced View the quantity of items for which your store has been invoiced by the 
supplier. 

Returned View any items on the PO that have been returned. (This feature is not 
available yet.)  

Credited View any items on the PO that have been credited. (This feature is not 
available yet.)  

6. Depending on the View Option, select a line item and perform one of the following: 

Line Item 
Functions 

Result 

Split Split one line item from the PO into two line items to change the 
expected cost, quantity, etc., for just a portion of that line. 
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Line Item 
Functions 

Result 

Add Add a line item or a Received or Expected record to the PO. 

Edit Edit a line itemôs cost, expected date, etc. 

Cancel Cancel the selected line item. This applies only to line items that are 
not yet ñlockedò (i.e., expected, received, and invoiced records). 

a. If the Split button is clicked, the system splits the selected line item into two line 
items and displays the Split Expected Quantity, Cost, etc. dialog box: 

 

The Expected Cost, Supplierôs SKU, and Date Expected, can be modified and 
applied to a portion of the quantity of items that were originally ordered. Click Save. 

b. If the Add button is clicked, the system displays the Add Expected Quantity, Cost, 
etc. dialog box:  

 

Select a SKU from the list and enter a Qty. Expected and Date Expected in the 
fields in the New Value column. The Supplierôs SKU and Expected Cost can also 
be edited, if necessary. Notes can also be added. Click the Save button, and the 
system adds the line item to the PO. 
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c. To edit an item, select it and click the Edit button. The system displays the Edit 
Expected Quantity, Cost, etc. dialog box where the fields in the New Value column 
and the Notes field can be edited.  

Note: Editing of drop-ship PO items is limited to the expected costs and SKUs; the 
quantity ordered cannot be modified. To edit a quantity, remove the item from the 
PO, return to the order, modify the detail record, and then reorder the drop-ship item.  

  

Make the desired changes and click the Save button.  

d. If the Line Item Cancel button is clicked while viewing Expected purchase order 
records, the system displays the following dialog box:  
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If the Line Item Cancel button is clicked while viewing Received purchase order 
records for the PO, the system asks if the canceled line items should be converted 
back to Expected records or if the received quantity should be canceled.  

 

Seeing this message is controlled by the POCancelReceivedToExpected 
parameter. Select the check box to make the choice selected here the default 
behavior of the program. Once checked, you will no longer be prompted for the action 
to take. Refer to Setting System Parameters, in Chapter 2, for more information 
about changing system parameters. 

Enter Tracking Numbers Manually 

Complete the following steps to enter tracking numbers manually: 

1. Go to Main Menu > Manage My Inventory > Manage My Purchase Orders > Drop-Shipping > 
Add Tracking Numbers. 

  

2. Build a list of items to receive tracking number information: 

a. To add tracking information for items on a single drop-ship purchase order, enter its 
number in the PO Number field and press Tab or Enter. 

b. To add tracking information for drop-shipped line items from a single Stone Edge Order 
Manager order, type The Stone Edge Order Manager number in the Order Number 
field and press Tab or Enter. 
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c. To add tracking information for all open drop-ship orders from a specific supplier, select 
the supplier from the Supplier drop-down list. 

 

Once the list has been created, enter the appropriate Tracking Number and Date Shipped 
information in the fields of the same names and click the Update All button to have the same 
tracking information added to all of the line items in the list. If the items in the list have different 
tracking information, enter the unique information by copying and pasting or typing it directly into 
the Tracking # and Date Shipped fields on each line item in the list. 

3. Click the Post Data button. 

Import Tracking Numbers from a Text File  

1. To import tracking numbers from a text file, click the Import Tracking Data button at the 
bottom of the Drop-Ship Tracking screen to open the Import Tracking Data screen. This 
screen is used for importing tracking numbers for drop-ship orders and for orders that are 
shipped by the merchant Select the appropriate radio button before importing tracking 
information from this screen. For this example, select the Drop Ship POs radio button. 

2.  Click the Folder icon to locate the text file with the tracking information to be imported. 

3. When importing drop-ship tracking information, always select Drop Ship PO Number for the 
Link Field that The Stone Edge Order Manager should use to match the imported tracking 
information to the PO records.  

IMPORTANT: Drop-Ship tracking numbers MUST be accompanied by the Drop-Ship PO 
Number for the system to properly update the PO and the Order! 

4. Use the drop-down lists to map the information in the text file to their corresponding fields in 
The Stone Edge Order Manager. 

5. Click the Test Data button before performing the batch import. The system displays a sample 
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record built from the selected text file and import criteria or notifies you if required fields are 
missing. 

Note: If a significant number of tracking numbers are being imported, it would be wise to 
backup the data file prior to importing the data. There is no ñUn-doò button for this operation. 

 

6. When the import options are configured properly, click the Run Import button. The system 
enters the drop-ship tracking information from the text file into the appropriate Stone Edge 
Order Manager tables. 

Receiving Inventory for POs 

The Receive Inventory tab contains a link to Receive Against a Purchase Order (log inventory as it 
is received from suppliers). 

Complete the following steps to receive inventory: 

1. Go to Main Menu > Manage My Inventory > Manage My Purchase Orders > Receive 
Inventory > Receive Against a Purchase Order to open the Select Purchase Orders 
screen. 

2. Enter a specific purchase order number or select a supplier from the drop-down to produce a 
list of open purchase orders for that supplier. 
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3. Pick and choose one or more purchase orders by selecting the Receive box, or use the 
Select All button to choose all of the purchase orders in the list. 

Note Inventory can be received from multiple purchase orders from the same supplier at the 
same time.  

  

4. Click Receive.  

. 
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5. Click Receive All or select specific SKUs and click Receive to build a Tentative List of 
Received Items in the lower half of the screen.  

6. Modify the # Received and Actual Cost fields in the Tentative List of Received Items 
area as necessary 

7. Select the Print Labels for all items received check box to automatically print barcode 
labels for the items displayed in the Tentative List of Received Items area, or select the 
Print Labels check box to print labels for selected items only. The format of the labels is 
controlled by the system parameter BarcodeLabelTemplate. 

8. When you are finished, click the Post Data to mark those items as received. 

Note: The system closes the PO automatically if all items are received. Click the Close 
PO button if there are Expected Items remaining that will never be received. The 
system then asks you to confirm the deletion of all remaining Expected records for the 
PO. Click the Yes button to proceed. A PO should only be closed manually if you are 
sure that the remaining Expected Items will never be received. 

Ways to select items to be received: 

¶ Click the Receive All to move all Expected Items to the Tentative List of Received 
Items area.  

¶ Double-click any field in a row, except the PO # field, to add the item to the Tentative 
List of Received Items. The system prompts for verification. 

¶ Type the SKU of the item to be received in the Local SKU or Supplierôs SKU field at the 
top of the screen, or scan the Barcode. Enter the quantity that has been received in the # 
Received field. Then, click the Receive button in the Expected Items section of the 
window. The item information appears in the bottom area of the screen. If you attempt to 
receive more than was ordered, the system asks for verification before receiving the 
higher quantity of an item. 

If you scan a SKU that appears multiple times in the Expected Items list, the system 
first looks to see if there is a PO number in the Current PO # field ï if so; it receives 
that SKU from that PO. If the Current PO # field is empty, the system receives the first 
instance of that SKU found in the Expected Items list. 

If you scan or enter an item that is not in the current list of Expected Items, but is 
present in The Stone Edge Order Managerôs inventory, and it is assigned to the current 
supplier, the program asks if you want to receive that item even though it is not 
expected.  

If you scan an item that is not present in your inventory, the program gives you an option 
to add it as a new product or add the barcode to an existing product record.  

 

After saving changes to the inventory item record, return to the Receive Inventory screen 
to finish receiving products.  

¶ Unexpected items that are not currently defined in The Stone Edge Order Manager can 
also be received by clicking the Add New SKU button in the upper-right hand corner of 
the Receive Inventory screen. Type in the related product information and click Save to 
return to the Receive Inventory Screen and receive the items by one of the methods 
mentioned above. 
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Entering Purchase Order Invoices 

When invoices are received from suppliers, enter them into The Stone Edge Order Manager. Next you 
can export them to QuickBooks as bills to be paid. Each invoice can cover part or all of one or more 
purchase orders, for both regular and drop-ship purchase orders. 

The basic process at this screen is: 

¶ Enter general information about the invoice (invoice number, date, terms, amounts, etc.). 

¶ Select the purchase orders that are partly or completely covered by the invoice. 

¶ Indicate which items were charged on this invoice. 

¶ Reconcile the Allocated Amount, plus any fees and discounts, with the Invoice Total. 

¶ Post the data when ready. 

¶ Optionally, you can also add items to the selected purchase order or a new PO. 

Complete the following steps to log and work with invoices: 

1. Go to Main Menu > Manage My Inventory > Manage My Purchase Orders > Invoices > 
Enter Invoices for Purchase Orders to open the Purchase Order Invoices screen. 

 

1. Select the Supplier from the drop-down list. The system displays all of the open POs for that 
supplier in a list on the right-hand side of the window. If the POInvoiceReceivedOnly 
parameter is set to TRUE, the list of POs to invoice is restricted to Received records only. 

2. Enter general information about the invoice (invoice number, date, terms, amounts, etc.) in 
the other fields on the left-hand side of the screen. 

Note: To track Freight and Fees separately in QuickBooks, use the fields supplied. 
Otherwise, enter the full invoice total in the Product Subtotal field and modify cost per unit 
for each product to account for the difference in the Allocated Amt. field. 
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3. Select one or more purchase orders to invoice from the list at the bottom of the form. 

4. To invoice only a few items in the list click Clear ALL and then check the individual $ boxes 
for the items to be invoiced at this time. 

5. The items, quantities, and costs for items that are selected must add up to the product 
subtotal on the invoice. The Allocated Amt. and Remaining Amt. fields at the bottom of the 
screen track those amounts. 

6. When finished, click the Post Data button to save the invoice data in The Stone Edge Order 
Manager.  

The Select All and Clear All buttons are used to select or deselect items in the list. 

If you are invoiced for less than the quantity ordered, use the Split button to create a new 
record with the number of items not invoiced on this PO and uncheck it in the $ column.  

To add an item to the invoice that was not on the purchase order, select the Yes radio 
button at Are there any additional items to add (view list below). Add a Suppliers 
SKU or a Local SKU from the drop-down lists. Enter the Quantity invoiced and the Unit 
Cost. In the Assign any new Expected records to: section, select whether to add the 
items to a current purchase order or a new purchase order. The system creates an 
additional line item for the affected invoice and adds the item to the PO specified. 

Restart clears all of the data entered on the screen to date and allows you to start over. 

WARNING: If invoices will be exported to QuickBooks or another accounting 
program for payment, that information is not sent when the Post Data button 
is clicked; it is sent the next time accounting data is exported. At this time, 
invoice data CANNOT BE EDITED after it has been posted. Be absolutely 
sure that the information is correct prior to posting the invoice information. 

Exporting Invoices to QuickBooks 

Once invoices have been received, logged, and edited, they can be exported to QuickBooks or 
another accounting program. You must have already configured The Stone Edge Order Manager to 
work with QuickBooks before attempting to export invoices. Refer to Chapter 2, Accounting Export 
Setup for more information. 

To export invoices, go to Main Menu > Settings > Data Functions > Export Accounting Data. For 
more information, refer to the Knowledge Base. 
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5 Managing 
Customers 

The Stone Edge Order Manager builds and maintains a customer database as new orders 
are imported or manually entered. The Customers window allows you to search for 
customers, add, edit and delete customers, enter customer notes, etc.  

This chapter is divided into the following sections to help manage customers and their 
information: 

Viewing Customers 

Customer Functions 

Exporting Customer Data 

Sending Bulk Email to Customers 
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Managing Customers 

Go to Main Menu > Manage My Customers > View & Manage My Customers to see your 
customer records. Scroll through the entire group of records or use List or Search to find a specific 
record.  

Customer Tab 

 

Menu 

Select Menu to return to the default view of the Customer Accordion.  

List 

Select List to see an alphabetized list of customers. Click a row to view that customerôs information. 
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Search 

 

You can enter data in one or more of the fields shown and click Begin Search, or you can click 
Advanced Search to open the Search for Customers screen where you can search for a customer 
by items they purchased, data in any custom fields you have defined, or if they have a Balance or 
Credit Due. 

If searching on more than one field, the program only finds customers that match all of the criteria 
entered. 
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Note: The fields marked with an asterisk (*) require the exact data to match the actual record. All 
other fields are ñwildcardò fields. For example, if searching by customer ID, the entire ID must be 
entered. However, if searching by the customerôs name, and ñSò is entered in the Name field, all of 
the records beginning with the letter ñSò are returned.  

Searching by Items a Customer Has Purchased 

1. Click the Search button. 

2. Click the Advanced Search button. 

3. Additional Search Options > Items they purchased is the default view.  

4. Click Show All to see all SKUs in The Stone Edge Order Manager, or click a letter button 

at the bottom right to see all SKUs that start with that letter. For example, clicking   
displays only SKUs beginning with the letter ñBò. (e.g., B392773). Click the # button to see 
all SKUs that begin with a number.  

5. Select the row of the product to be used as the search criteria.  

6. Click Begin Search. The program displays the matching record set.  

7. Scroll through the set to view each customer. 

 

View Orders 

This opens the Manual Orders wizard with the current customer information already filled-in. Refer to 
Entering Orders Manually, in Chapter 7, for more information on manually entering a new order 

New Order 

This opens the Manual Orders wizard with the current customer information already filled-in. Refer to 
Entering Orders Manually, in Chapter 7, for more information on manually entering a new order. 

Reports 

You can print customer statements here. Enter filter criteria in the Customer Statement Filter form to limit 
the reports by order date or customer.  

Email Customer 

Opens the Send Email screen, with the customerôs email address pre-populated. 

Validate Address 

Check the validity of the customerôs address against the USPS servers.  
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Orders & Transactions Tab 

The Orders & Transactions tab displays the order and transaction summaries for the current customer: 

 

To zoom into one of the current customerôs orders, select an order from the list the order and click the 
View Selected Order, or View All Orders to see all of the customerôs orders at the Process Orders 
screen. 

Apply Payment 

If the customer sends a payment by mail, you can enter that information in the Apply Payment to Multiple 
Orders screen. You can allocate a portion of the payment to selected orders. 
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Create a new Order 

Opens the Manual Orders screen with the customer data already entered. 

Print Statement 

Opens the Customer Statement Filter where you choose a specific time period or customer for whom a 
statement is printed. 

 

RFM & Order History 

Enter filtering criteria to produce information about the current customerôs previous purchases.  
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Notes Tab 

The Notes tab displays email sent, and notes and tasks associated with the current customer. 
Notes can also be added, edited or responded to at this screen: 

 

Complete the following steps to view, add, or edit notes to a customer record: 

1. Open the Customer screen and locate the customerôs record. Refer to Searching for a 
Customer, earlier in this chapter, for more information on locating customer records. 

2. Click the Notes tab. All of the notes associated with the customer record appear. 

3. Select a note from the list in the top half of the screen and see more details in the lower 
half of the screen. 

4. Use the buttons on the Notes tab to add or edit a note, review the email attached to a 
note, etc. Refer to Checking Tasks & Notes, in Chapter 2, for more information on 
performing these tasks. 

Web Data Tab 

The Web Data tab allows you to view and edit the data the customer uses to log in to the 
merchantôs online store. This data is only applicable to certain shopping cart systems, such as 
Yahoo! Store and Yahoo! Merchants Solutions shopping carts. 
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Quotes Tab 

The Quotes tab displays a list of any quotes that have been entered for the selected customer: 

 

To view a quote associated with a customer record, complete the following steps: 

1. Locate the customerôs record. Refer to Searching for a Customer, earlier in this chapter, for 
more information on locating customer records. 

2. Click the Quotes tab. This tab contains a list of quotes for the selected customer. 

3. Select the quote to be viewed in detail by clicking its row. 

4. Click the View Quote button to view the selected quote. The system displays the quote in the 
Manual Orders wizard. Refer to Managing Quotes, in Chapter 7, for more information on 
creating and editing quotes.  

Custom Fields Tab 

The Custom Fields tab is only visible if you have defined some custom Customer fields in Stone 
Edge. Refer to Knowledge Base topic, Configuring Custom Fields for more information.  

Customer Functions 

Creating a New Customer 

Customer records are added to the database as orders are manually entered or imported from a 
website. New customer records can be also be created manually by clicking the Add button on 
the Customers screen.  

1. Go to Main Menu > Manage My Customers > View & Manage My Customers. Click the 
Add button and the system opens a new ñblankò customer record: 

2. Enter the customerôs information. 
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3. Click Save. The new customer record is added to the storeôs customer database. 

Editing Customer Information 

Use the Edit button on the Customers window to edit an existing customer record. 

1. Go to Main Menu > Manage My Customers > View & Manage My Customers  

2. Locate the customer record to be edited. Refer to Searching for a Customer, earlier in 
this chapter, for more information. 

3. Click the Edit button. The system opens the current customer record for editing. 

4. Edit the customerôs information as needed. 

Note: Use the Do not ship to and Do not mail to check boxes to prevent The Stone 
Edge Order Manager from approving and shipping orders to a specific customer.  

5. Click the Save button. The system saves the customer record with the new changes. 

Deleting a Customer 

The Delete button permanently deletes an existing customer record from the Stone Edge database.  

Note: The Stone Edge Order Manager will not allow a customer that has one or more orders in the 
system to be deleted. It is possible to assign orders to another customer record so that the first 
record can be deleted. For instance, if there are multiple customer records for the same person, the 
orders from the record to be deleted can be assigned to the other existing customer record.  

Complete the following steps to delete a customer: 

1. Locate the customer record to be deleted. Refer to Searching for a Customer, earlier in 
this chapter, for more information. 

2. Click the Delete button. The system displays a deletion confirmation dialog. 

3. Click the Yes button to permanently delete the customer record. 

Sending Email to a Customer 

The Stone Edge Order Manager allows you to set up email templates which are used when the 
program generates emails to customers. Many templates are supplied with the program, and you can 
create new templates or modify existing templates to meet your needs. For more information on how 
to edit and configure email templates, refer to Editing an Email Template, in Chapter 2. 

Complete the following steps to send an email message to a customer: 

1. Locate the customer. Refer to Searching for a Customer, in this chapter, for more 
information. 
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2. Click the Email Customer link in the accordion. 

 

3. Select the template to be used from the Template tab.  

4. To start with a blank email, do not select a template. Add or alter the text in the Edit 
Message field of the outgoing email message. Changes made by manually editing the text 
only affect the outgoing message, not the template itself. However, email templates can be 
edited from this tab by clicking the Edit Template button. Any changes made to a template 
are permanent once the Save button is clicked.  

5. Use the Reload button to ñun-doò changes prior to clicking the Save button.  

6. Use the Clear button to remove data from the body of the message and the subject line. 

7. Optional: Enter an email address in the BCC (Blind Carbon Copy) field to send a copy of 
the message to that email address without the customer seeing it the distribution list.   

8. Optional: Click the Attachment button to navigate to the location of another file to be 
included with the email. 

9. Click Send.  

The system sends the email using the default mail settings. 

Printing a Statement 

You can print an account statement to be mailed to customers. 

1. Select Reports at the top of the Customers form or the Print Statement link on the 
Orders & Transactions accordion. 
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2. Enter the appropriate criteria on the Customer Statement Filter screen to limit the time 
period for which statements are produced or to print a statement for a single customer. 

   

3. Click the Print button to see a preview of the report (customer statements). Click the 

printer icon  on the toolbar to send the report to the default printer. 

Applying a Payment 

 To apply a payment to a customer record: 

1. Locate the customer record for which a payment is to be applied. 

2. Click the Apply Payment link on the Orders & Transactions tab. 
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3. Enter the Amount of Payment, the Payment Method and Check #, if applicable.  

4. If the payment is to be received for specific statements, select the row(s) for which 
payment is to be applied and enter amount(s) that should be applied to each one in the 
Amt. to Apply column, and click the Save Payments button. 

5. To apply the payment received against any or all outstanding statements, click the 
Allocate Amounts button and the program applies the payment received against the 
oldest outstanding statement and spans other statements up to the amount that was 
received (total amount of the payment).  

6. Click the Save Payments button. The statements to which payment was applied no longer 
appear in the list of outstanding statements. 

Exporting Customer Data 

 The Customer Export Filter window is opened by the Export/Email My Customers link on the 
Manage My Customers accordion. Customer data can be exported to a tab or comma delimited text 
file. All customer records can be exported, or you can filter the customer records to limit the export to 
a specific group of customers. You can also pick which fields to export, and control the format of the 
text file.  

1. Go to Main Menu > Manage My Customers > Export/Email My Customers. 

 

2. To export all customers, click Begin Export without entering any selection criteria. This 
opens the Export Customers screen. Skip to step three. Otherwise, limit the export by doing 
any of the following: 

To select customer records use any combination of the filter options: 

¶ Select the Source of Initial Order.  

¶ Enter a range of Order #s, Web Order #s, Order Dates, or Customer IDs. 

¶ Select a Payment Status.  

¶ Enter a Date, and select On or Before or On or After to select a date range of 
orders. 
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¶ Enter a City, State, Zip, or Country to select a geographical region of 
customers. 

To select customer records based on a product SKU, select the Items Purchased tab.: 

a. Select whether to search Orders that: Include or have backorders for:  

i. All SKUs  

ii. SKUs whose names begin with a certain value  

iii. Any SKU in list below 

b. Skip to step 3 unless using a list of products as a filter. Build the product 
list by one of the following methods:  

i. Select the SKU radio button at the bottom left of the window 

a) Click the All button to see all SKUs in alphanumeric order 

b) Click a letter or the # button to see SKUs that begin with that letter 
or a number in alphanumeric order. 

ii. Select the Name radio button at the bottom left of the window 

a) Click a letter or the # button to see product names that begin with 
that letter or a number in alphanumeric order. 

iii. Click the Add button for each product to be used as a filter. 

iv. Use the Delete button to remove products from the list, if necessary.  

¶ To filter customers based on order frequency and/or value, go to the Frequency & 
Value tab. (For more information about RFM [Recency, Frequency, Monetary Value] 
data, see the Orders & Transactions Tab section, earlier in this chapter.) 

¶ To filter customers based on data in custom fields, go to the Custom Fields tab and 
select the custom field to be used as the filter.  

3. Click the Begin Export button to begin the process of exporting customer records to a text 
file. The Customer Export screen appears: 

 

The Export Format area on this screen is only for exporting customer data to text files. The 
Select fields to include in fileò section of the form is used for both creating text files and 
sending bulk email.  

The Bulk Email section is only used for sending email messages to the selected group of 
customers.  
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The Sample Data area at the bottom of the screen shows the list of selected customers and 
fields exported to a text file or those customers who will be the recipients of the bulk email 
message. 

4. To export the data to a text file, choose the Export Format (Comma Delimited or Tab 
Delimited), and whether the text file should Include Field Names in the first row of data. 

5. Select the fields to be included in the Select fields to include in file section of the screen. 
Select one or more fields individually or use the All Fields box to choose all fields that are 
listed on the screen. The Clear All button de-selects every field. 

6. Click the Export button to create the text file. The program prompts for a name and location 
for the file. 

Sending Bulk Email to Customers 

The Stone Edge Order Manager can send an email messages to a group of customers at once. The 
system parameter, EmailSendMethod must be set to OrderManager to use this feature.   

Complete the following steps to send bulk email: 

1. Refer to Exporting Customer Data, above, for information on how to build the list of 
customers. 

2. At the Export Customers screen, select an email template from the Email template to send 
drop-down box.  

3. If necessary, click Edit to revise the email template. Any changes made here will 
permanently affect the selected template. 

4. Click the Preview button to see the email template.  

5. Optional: Enter a note that the program will add to the customer record for each email 
message sent. 

6. Click Send. The system displays a message box reporting the number of emails that were 
sent and how many bad, or missing email addresses were encountered. 

Note: Any customer record with Do not mail to this customer checked on the Customers 
screen will be excluded from the bulk emailing. 
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6 The Point of 
Sale System 

The Stone Edge Order Managerôs Point of Sale (POS) interface acts as a ñvirtual cash 
registerò for merchants who also have a brick and mortar presence.  

The system supports a wide range of retail hardware, including barcode scanners, credit card 
readers, pole displays, cash drawers, receipt printers and touch screen monitors. 

The Stone Edge Order Managerôs POS system has been optimized for use with a touch-
screen monitor, but it can be used with a regular monitor, mouse and keyboard. The program 
works with any Windows-compatible monitor. 

This chapter is divided into the following sections: 

¶ Setting Up the Point of Sale 

¶ Using the New POS Interface 

¶ Auditing Shifts 
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Setting Up the Point of Sale System 

The Point of Sale Setup screen is where the POS configuration settings are accessed. Each tab on 
that form contains different settings that control how the program behaves, displays information, 
processes and records orders, and interfaces with bar code scanners, cash drawers and other 
peripheral hardware.  

Be advised that errors may be encountered if you attempts to configure and test some of the devices 
without having them physically attached to the workstation. 

Access the POS Setup screen by navigating to: 

Main Menu > Settings > Order Functions > Point of Sale Setup  

or 

Main Menu > Settings > System Functions > Point of Sale Setup  

The Store Info tab is the default view when the POS Setup screen is opened. 

The Point of Sale form contains the following tabs: 

Store Info  

Printing  

Cash Drawer  

Scanners  

Pole Display  

Pin Pad  - not currently supported 

Hot Keys  

Miscellaneous  
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Store Info Tab  

On the Store Info tab, identify the workstations which are used for POS sales, and their physical 
locations: 

 

Location ID ï. This field is not editable at this screen, but is set by system parameter 
POSLocationID. It is for future development of the program to identify the different locations to a 
central back office system that processes data from all of the brick and mortar store locations.  

Store ID ï Because The Stone Edge Order Manager is capable of supporting multiple data files 
(i.e., stores) at a single physical location, a unique Store ID must be specified for each data file. 
Assign a Store ID by setting system parameter POSStoreID.  

Note: The reason for having separate data files is so you can run two or more distinct 
businesses within the same instance of The Stone Edge Order Manager. That also applies to 
the POS system (one physical location selling products for two or more separate businesses). 
Although it is not typical and not generally recommended, it is possible to use multiple data 
files with the POS interface. 

Adding and Editing Cash Registers 

Each workstation using the POS interface must be assigned a cash register number for 
reporting purposes. Complete the following steps to add cash registers to the current store file: 

1. Go to Main Menu > Settings > System Functions > Point of Sale Setup. The Store Info 
tab on the Point of Sale Setup screen is displayed. Refer to the image in the previous 
section.  

2. Enter the Workstation Name of the computer that is being set up. To get the computer name 
of the current workstation, click This Computer and The Stone Edge Order Manager 
automatically fills in the name. Continue with the step 3. 

To enter settings for other workstations from the current workstation, you must first obtain 
their computer names from the Computer Name tab of the System Properties window found 
in the System section of the Control Panel on each workstation: 
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Type the computer name of the other workstation in the Workstation Name field.  

3. Enter a Register ID. This is an arbitrary number chosen by you. Be sure that each POS 
workstation has a unique Register ID number in each store data file used at the physical 
location. 

4. Click the Add button. The system adds the Workstation name and Register ID to the list of 
Cash Registers. 

¶ To remove a workstation/register association, select it from the Cash Registers list and click 
the Delete button. 

¶ An existing cash registerôs configuration can be edited by re-entering the Workstation name, 
entering a new Register ID and clicking Add. The workstation is assigned the new Register 
ID.  
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Printing Tab 

Use the Printing tab to configure receipt printing options for POS orders: 

 

Complete the following steps to configure the storeôs POS printing settings: 

1. Go to Main Menu > Settings > System Functions > Point of Sale Setup and select the 
Printing tab on the Point of Sale Setup screen.  

2. Click the Edit button to unlock the screen. 

3. Enter the # of Receipts to Print when an order is paid or saved.  

Receipt Template should have POS New Invoice selected. The Stone Edge Order Manager 
prints the selected number of receipts using the designated template upon completion of 
each POS order. Templates are designed for standard 3-inch receipt paper and options can 
only be viewed with data from an actual or test order. 

4. Enter messages to print on all POS invoices (receipts) in the Invoice Tag Line 1 and 
Invoicing Tag Line 2 fields. 

5. Choose whether to Print a Credit Card Signature Receipt when applicable. 

6. Enter the # of Signature Copies to print when an order is paid by credit card. If 2-ply paper 
is being used, select 1 copy. If using single-ply paper, select 2 copies. Templates are 
designed for standard 3-inch receipt paper and options can only be viewed with data from an 
actual or test order. 

7. The default Signature Template should have POSNewCCSignature selected.  

8. Select a Shift Close Template from the drop-down list to determine the report that prints 
when each workerôs shift ends. The POSShiftCloseReport template is designed for standard 
3-inch receipt paper and the POSShiftCloseReport 8x11 template is designed for standard 
8.5 x11-inch paper. Template options can only be viewed with actual, or test data from a shift 
close. 

9. Use the check boxes on the right-hand side of the screen to include other fields on POS 
Invoices. 

10. Click the Save button. 
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Cash Drawer Tab 

The Cash Drawer tab is can be used to configure settings for a single workstation, or for all 
workstations. Opening a cash drawer can be triggered a number of ways, the most popular being 
when the receipt prints. In that case, the printer driver triggers the drawer to open at the start or end 
of the print job. If the cash drawer connects directly to the PC via a Serial Port or USB Port and 
requires that a ñtrigger fileò is executed in order for the drawer to open, The Stone Edge Order 
Manager can run the executable automatically after each receipt is printed.  

Stone Edge Technologies only provides technical support for configuring those brands of cash 
drawers and receipt printers that are mentioned in our Knowledge Base, as they are the only ones 
that have been tested with the program. The Stone Edge Order Manager may or may not work with 
other vendorôs devices. If you already have a receipt printer and cash drawer from another source, 
obtain the manufacturerôs documentation for each device (printer and cash drawer) and attempt to 
follow the steps outlined in our documentation to determine if the device will work with The Stone 
Edge Order Manager.  

 

 
Complete the following steps to configure Cash Drawer settings: 

1. Go to Main Menu > Settings > System Functions > Point of Sale Setup. On the Point of 
Sale Setup screen, select the Cash Drawer tab. 

2. Click the Edit button to unlock the screen for data entry. At least one workstation and register 
must have been defined on the Store Info tab prior to setting up a cash drawer. See the Store 
Info tab earlier in this chapter for details.  

3. Enter the cash drawer settings for all workstations (skip to step 4), or select the Configure 
Single Workstation check box to enter settings for a specific workstation. Choose the 
workstation name from the Select Workstation drop-down list.  

4. Select whether to Show the ñOpen Cash Drawerò button on the POS screen. If checked, 
the cash drawer can be opened without a making a sale.  

5. Select whether the system should Open the Cash Drawer Automatically at End of Sale. 

6. If a Trigger File is required to open the drawer, enter its path or click the Folder icon to 
locate it. This field should only be filled in if using a device that is directly connected to the 
computer rather than through a printer. 

7. If the cash drawer only opens when a specific character/font is printed, enter the Drawer 
Open Character and Drawer Open Character Font in the fields provided. These fields only 
need to be completed if the cash drawer is connected to a printer rather than being directly 
connected to the computer. The printer triggers the drawer to open when a specific character 
is printed. Refer to the printerôs documentation to determine the correct values to enter here.  
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Note: Although this method can be used with Stone Edge, Stone Edge Technologies does 
not recommend using such a configuration. It is much simpler to connect the cash drawer 
directly to the workstation.  

8. Enter a default Drawer Start Amount to reconcile the money in the register at the end of a 
shift. The value that is entered here sets the main system parameter DrawerStartAmount. 
Although the program has workstation-based Special Parameters for DrawerStartAmount, 
do not use them at this time. 

9. If a single workstation was configured, click the Apply Changes button now to save the 
settings for that register and select another workstation to configure.  

10. Click the Test Drawer button to verify the settings for the Cash Drawer. After making 
changes to the settings of a Cash Drawer, click the Apply Changes button to save the 
changes before clicking the Test Drawer button or the original drawer settings will be tested. 
Do not click the Test Drawer button unless the device is physically connected to a printer or 
the workstation.  

11. When finished making all changes, click the Save button to lock the Cash Drawer tab.  

12. Use the red X in the upper right-hand corner to exit the POS Setup screen. 

Scanners Tab 

Use the Scanners tab to configure barcode and credit card scanners. The Stone Edge Order 
Manager requires ñprefixò and ñsuffixò characters at the beginning and end of each scan or swipe, so 
it knows which device has been used. Most barcode scanners and credit card readers can be 
programmed with a prefix and suffix.  

 

To enter the scannersô prefixes and suffixes: 

1. Go to Main Menu > Settings > System Functions > Point of Sale Setup. 

2. Select the Scanners tab, and click the Edit button to unlock the window for editing.  

3. Enter the Prefixes and Suffixes which are used by a Credit Card Reader and/or Barcode 
Scanner into the appropriate fields. Consult the documentation provided with the hardware 
and refer to the Knowledge Base for more detailed instructions. 

Note: While most manufacturers devices may work with The Stone Edge Order Manager, 
Stone Edge Technologies does not provide technical assistance for configuring hardware 
other than the types that are listed as supported devices in our online Knowledge Base.  
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Pole Display Tab 

The Pole Display tab is used configure pole displays used at POS checkout workstations. 

 

Complete the following steps to configure Pole Display settings: 

1. Go Main Menu > Settings > System Functions > Point-of-Sale Setup, and select the Pole 
Display tab.  

2. Click the Edit button to unlock the window to allow data entry. 

3. Set the pole display settings for all workstations (skip to step 4), or select the Configure 
Single Workstation check box. Then choose the workstation name from the Select 
Workstation drop-down list.  

4. Select the Enable Pole Display Use check box, and select a Pole Model from the drop-
down list. 

5. Select the data to display on the pole from the Line 1 Format and Line 2 Format drop-down 
lists. 

6. To test your pole display, enter the fields of the Enter test item information area and click 
the Test Item button. The pole display shows the data that was selected in step 5. 

7. Select the Display Contrast by clicking one of the radio buttons.  

8. Enter the Comm Port Settings by selecting them from the drop-down lists. Consult the 
hardware manufacturerôs documentation. 

9. Enter a message in the Pole Idle Message and Display Type fields to be displayed when no 
order is in progress. Select whether the idle message is to be Scrolling or Static.  

10. If only a single workstation was configured, click the Apply Changes button to save the 
settings for that register and select another workstation to configure. Otherwise, skip to step 
11. 
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11. When finished, click the Save button to retain the changes and re-lock the form. 

Pin Pad Tab 

Note: Pin Pads are not supported by The Stone Edge Order Manager 7.0 PIN pads are supported 
in Stone Edge V7.1, however.  

Hot Keys Tab 

Hot Keys are user-modifiable buttons which can be configured for one-touch access to functions and 
products. Use the Hot Keys tab on the Point of Sale Setup screen to assign products and functions 
to the hot keys displayed on the POS interface.  

To access the Hot Keys tab, go to the Main Menu > Settings > System Functions > Point-of-Sale 
Setup, and select the Hot Keys tab. Click the Edit button to unlock the screen and allow data entry. 

 

There can be up to 48 hot keys visible on the POS interface at any one time:  

¶ 12 Function Hot Keys along the left side of the POS screen are pre-defined. 

¶ 36 Product Hot Keys on the Hot Keys tab of the POS screen are not defined by default.  

In total, up to 48 Function Hot Keys and 144 Product Hot Keys (accessible by pressing the Shift, 
Ctrl, or Alt keys) can be programmed. For example, the default POS interface displays buttons F1 
through F12. Press the Shift key to see buttons 13 through 24, the Ctrl key to see buttons 25 through 
36, and the Alt key to see buttons 37 through 48. All of the function and product hot keys are 
assigned using the Hot Keys tab. (Refer to Function Hot Keys, later in this chapter, for more 
information about the preset Function Hot Keys.)   
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Assigning Hot Keys for the POS Interface 

There are Function Hot Keys that perform common actions, such as opening the customer lookup 
screen or printing a gift receipt, and there are also Product Hot Keys that can add specific products to 
the current order. In both cases the keys can be used by themselves, or in combination with the Shift, 
Control or Alt key.  

1. Go to Main Menu > Settings > System Functions > Point-of-Sale Setup and select the 
Hot Keys tab. 

2. Select the Hot Key Type (Product or Function) to be assigned.  

3. Check the SHIFT, CTRL and/or ALT check boxes under Use Additional Keys to enable 
those additional key combinations. 

4. Select which Key Combination to use. 

5. Click the Assign Function or Assign SKU button. The system displays the Select Function 
to Assign or Select SKU to Assign window. 

             

6. Choose from the functions in the Select a Function drop-down list or a product SKU from 
Select SKU to Assign drop-down list.  

Note: The Select a Function drop-down contains a total of 14 function options: the 12 
functions preset on the Point of Sale interface and two additional function options. Users with 
advanced programming skills can program their own functions for the POS interface and add 
them to the Select a Function drop-down list (see the Knowledge Base article, Point of Sale 
Setup ï Hot Keys Tab for more information.) Users can also enlist Stone Edge Professional 
Services to create custom functions. Contact Stone Edge Technologies for availability and cost 
information. 

7. The Button Label field contains the name of the selected function by default, but you can 
enter a different value that will be displayed on the button on the POS screen. The LABEL 
PREVIEW displays how the hot keys look on the POS Form. 

8. Click the OK button. The system adds the assignment to the list of hot keys. 

Refer to the Knowledge Base online for more information on configuring hot keys. 

http://www.stoneedge.com/help/OM_DOC/Setup_functions/Hot_Keys.htm
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Miscellaneous Tab 

The Miscellaneous Tab covers a host of additional settings for the POS system.  To access the 
Miscellaneous tab, go to the Main Menu > Settings > System Functions > Point-of-Sale 
Setup:  

 

How these settings are configured depends on how the POS system is used in your environment. 
For example, if you have a large inventory database, you may want to set the SKU Field Type to 
a TextBox rather than the default Combo Box. Refer to the Knowledge Base online for more 
information about Miscellaneous Tab options.  


































































































































































































































































































