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Summary of Changes

Revision 1 Modification 2 6/3/15
1 Updated URL to Knowledge Base links.

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

Revision 1 Modification O 8/15/2013

1 Alluser interfaces have been completely overhauled and reorganized to enhance the
usability of the program.

1 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.

1 OtheriWi zardso have been added to |l ead new users throug
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.

1 The External Stack is no longer supported.

1 To print FedEx shipping labels directly through Stone Edge, you must use z F i r ShipRaish
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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Getting
Started

This chapter includes the sections listed below, which briefly describe The Stone Edge Order
Managerb s capabiliti eshowtogastartade ment s, and

Overview: The Stone Edge Order Manager 7.0
System Requirements

Installation 7 Quick Start Guide
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Overview 0 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:

' zoncom. ot
s>dcart amazoncom aspinetstorefront

- ({—3
@ Bigcommerce “Clommerce eb

FROFEL TOUR SALES

M MERC T
I/ﬁl Mage ntD EcoL:E?CE SOFTWARE :-' H‘:S:NG p o
QFEM ZOURCGE ECOMMERGE
. L)
NetworkSolutions. & <Commerce shopsite

\« volusion ) {CART YaEoO! Store &
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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.

bdain hMenu

My Test Company Subscriptions. | L_DgOffl Switch Stores | Tasks | Exit |

Import My Orders

Process My Orders What would you like to do?
Ship My Orders

—
Create a New Order - Wil
Manage My Inventory J ] I I ] ‘ =

Manage My Customers

Run My Reports

Import My Process My Ship My Create a New Manage My Manage My Run My
Quick Clicks Orders. Orders. Orders Order Inventory Customers Reports.

Custom Add-Ins
Today's Data

o b B hed b

Imports ‘Web Orders Manual Orders Point-of-Sale Combined Purchase Orders

Click on a category above to view Today's data...

‘ ‘) . 9 View My Orders | View Selected Order | Total: D
{ i

Main Settings Info Help

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 St one Edge 6 s, Sabsongtian Manager, forreoudingc t
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

N

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.

Todayods Dat a

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

o

Settings

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

Altaireon& 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 fiteoversion 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 Al t ai r eonds 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
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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

Copiest he curr ent sotthe archibesdiredtary wath &f différemt 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 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.

[Man bena

Ajax Orders

Data Functions
System Functions
Order Functions
Shipping Functions
Inventory Functions

R Q

LogOft | Swechswores | Tesks | [ |

Stone Edge Settings

General Stone Edge seftings that control the overal functionalty of the program can be managed using the opticns at left

Setings 30ecific 1o the Main Uenu can de mansped below*

Default Preferences Quick Clicks
System Parameters
oy - -
o:omy mestorders  [v] Store Setup Wizare

Ny Orders m?m'f‘, ,3 Supplers

Semy o adshe = Custom Report Mantenance

ordecs

Create o

o ML Esmesa ol

BOOEC
|
s

nveotory (Ve ivenioy T[]
Hide or Show the Microsoft Access Ribbon
Cu ve My Wov(;um: 3 & Hide
€ Snow
Run o

‘Changes 10 these Salngs are $POCIC 10 this wWorkstaton 853 are saved mmmedately’

afajalalalalalalala

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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mnoon Stone (dgz\
I}
Molly's Muffins Swtcnstores | Tosks | £xt
Data Functions
System functions Stone Edge Settings
Ordor Functions
Shipplg Fencions Genaral Siona Edge settngs that control the overal of the progr e using e options ot ket
laventory Fenctions Settngs specific to the Main Menu can be managed below*
Report Functions
Default Preferences Quick Clicks
e |System Parameters =)
ot My e
u Orders  MTO1 Orders [~] [Stere Setup Wizard =
[mventory =]
[Purchase Orders =)
o e e R w—
[Spepping Cants =
Creste s [Compact Data Fie =
[Manual Orders v ———
n Nowr Ower & =) [Backup Data Fie =)
= a = :
Higa oz Show the Microsoft Access Ribon
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s—a R € Show
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Data Functicos
System functons Stone Edge Settings
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Shipping Feachons
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Default Preferences Quick Clicks
- ‘System Parameters =
mportuty
B pnindi Ty =] Custon Repon Marcensrce =]
‘Snepoeg Cats =)
Croste s Compact Data Fle =]
Macual Orders =
n N e =) Backup Data Fie =
Doty Aus -
pepe— :
Heoe o Shaw Dhe ereas Access Rtbos
u &.-"' Viw Customey i © e
& Znhow |

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 T 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 Managerd 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
fic:\0.

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..
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2 Configuration
and
Maintenance

This chapter provides additional information about The Stone Edge Order Managerd 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 Custom Report Maintenance
Security

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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16.
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18.
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20.

21.

Configuration and Maintenance

Go to Main Menu > Manage My Inventory > Import My Inventory - File.

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.

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.

Click Next to proceed to the Import Options tab.

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

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.

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.

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.

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

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

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.

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

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.

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.

Click Next to proceed to the Finish and Import tab.

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.

Optional: Click Test Data and the program checks for limited data errors.
Select Begin Import to start the process.
If a backup copy was requested, respond OK to the confirmation message.

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.

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 cartds 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.
2.

10.

11.
12.

13.
14.
15.
16.

17.

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

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.

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.

Click Next to proceed to the Import Options tab.

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

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

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

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

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.

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

Select Next to proceed to the Finish and Import tab.

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.

Click Test Data and the program checks for limited data errors.
Select Begin Import to start the process.
If a backup copy was requested, respond OK to the confirmation message.

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

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.
2.

10.
11.

12.
13.
14.
15.

16.

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

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.

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.

Click Next to proceed to the Import Options tab.

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

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.

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

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.

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

Select Next to proceed to the Finish and Import tab.

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.

Optional: Click Test Data and the program checks for limited data errors.
Select Begin Import to start the process.
If a backup copy was requested, respond OK to the confirmation message.

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.

Click OK.

The Stone Edge Order ManagerUs er 6 s Gui de

18



Configuration and Maintenance

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:

Coupons A | et | oets |
D | StartDate | EndDate | % Off| SOff| Min. Order | Max Discount | Notes.
» 30-Sep-201°  30-0ct-2011 $5.00 $50.00 $20.00
2 30-Sep-201°  1-Nov-2011 $1.00 $10.00 $1,000.00

You can delete a coupon from the system by selecting it and clicking the Delete button. The
system displays a confirmation dialog. Clickthe OKbut t on to confirm the <co

The Stone Edge Order ManagerUs er 6 s Gui de 19



Configuration and Maintenance

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.

Coupon ID ]
Start Date :J
End Date [—W
Percent Off ]
or Dollars Off ]

|

Minimum Order

Maximum Discount |

—J

Notes

OK Cancel

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.

9.

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

Enter a Start Date and an End Date for when the coupon is valid.
Enter a Percent Off or Dollars Off amount, depending on your choice of coupon.

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

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

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

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:
T —— ]
Ajax Orders Log Ot | switch Stores | 1ok | (58 |

Data Functons

Discounts

System Functions Py o Do
Lt E I I
Fng inimues : mum L | xed Discount Add | Delete
Minimum Order | Maximum Order | Discount Pércent |  Discount Dollars

Approval Rules
Coupons

Dady Avai
Oiscounts

Order Staze Rudes
Folot-of-Sale Setup
Stles Tax Rates

Shipping Functions
Inventory Functions
Report Functions

RO i ?

Main  Semings Info  Help

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 confimt he di scount és del eti on.
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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1 View Notes & Tasks i 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. Thi s i s t he @ maialltypesnobnotessortaskscamben wher e
created or viewed.

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

1 Customer Records i Gotoi Main Menu > Manage My Customers > View and
Manage My Customers > Notes. Create and view notes associated with customers.

1 Inventory Records i Gotoi Main Menu > Manage My Inventory > View and Manage
My Inventory > Notes. Create and view notes associated with inventory.

1 Supplier Records i 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. Goto alocation 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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B View Notes & Tasks

Assigned to [~ Anyone [ Sheryl jorna —vl Show [ Notes with Followup Tasks [~ Al Notes
Entered by [ Anyone [~ ;I Inciude (@ Past Due & Due Today (* Dueinnext S Days ( All Open Tasks
Note Type (Al _‘j [ Include Completed Tasks

Zoom I Task Compmel Can«ll Reply I Clear Fmerl Surthl [Agd) I Eokr I Del«cl

5/24/2010 Just adding A test note 1O see if the search screen changes -
P 5/2/2012: Pleace return this customer's call and provide information about the Order Status System

Ll

Notes
Please return this customer's call and provide information about the Order Status System

Entered 2-May-2012 134 PM Followup Followup Call

By Sheryl jorna ;’ Assigned Te Sheryl jorna =
Event Sales Inquiry When Due »3»M.r,'~2012 5.00 PM

Pricrity |1 Completed

Keyword: Type User ;‘

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.
addmotes
Enter your note here Today ' 1’___|omorro |

Enmered h3-Apr-2012] 226 PM
By Sheryl jorna ;l
Event =l
Priority ;l
Keywords

Status OK

Followup Task

i £

Assigned To
Scheduled For
Completed

The Date when the note 15 éntered

Save I Cancel l

Editing Notes & Tasks

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

1. Goto 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

3.

the Edit button.

The Edit Note window appears:

Edit Mote

Enter your note here:

Today | Tomorrow |

Entered
By |Jare1:| Bovard

@4:09 PM

Event |

[~

[~]

Priority | [=]
|

|

[~]

5

|

Kevwords |
Status |
|Read this note
Assigned To |Jared Bovard
Scheduled For [ 20-Sep-2011 ||
Completed | ||

LATE

Followup Tazsk

The Date when the note is entered.

Save Cancel

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).

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

Search for Motes

From:

Thru:

Date Entered | | [

Scheduled For | |

Completed | |

Entered By

Event

Priority

Keywords Include

Status

Followup Task

Assigned To

FEE IETEET L

Note Includes

Search Current User | Cancel |

Enter the desired search criteria. Select Search Current User.

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. Goto Main Menu > Settings > System Functions > System Parameters.

2. Inthe Parameter Group box, select Security, then select AllowDeleteNotes.
3. Set the Parameter Value to TRUE and click Save.
4

The Delete button becomes visible.

EViewNotes&Tasks 3
Assignedto [~ Anyone [ |Jared Bovard [+] Show [#MNotes with Folowup Tasks [~ Al Notes
Entered by [# Anyone [~ | [+]| Include ¢ PastDue &DueToday ¢ DueinnextSDays ¢~ AllOpen Tasks
MNote Type All u [ Include Completed Tasks

Zoom Task: Complete ‘ Cancel| CI&arFirter| Reply ‘S&arch‘ Add | Edit @

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 afrecordd . A r ecor d
might represent an individual customer, supplier or product, or one line item from an order. A
collection of similarrecord s i s call ed a fitabled, such as Cust

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.
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Main Menu
Ajax Orders Log0ff | Swichstores | Tasks | ) |
(RRETTS Setup custom fields for [Drders =l
Accounting Export Setup
Archive Ok Data TextFields Numeric Figlds Date Fields. Currency Fields Shared Lists.
Agsign Caris to Orders
Backup Data File Display as Display Type List Source Edit Button, Name of Shared List or SOL Statement
Bronto Contact Export 1. [My Custom Text Field | [Text Box =
Clear Transaction Flag 2 l:l
s~ S —
Convert to SQL Server 4 l:l
s ]
System Functions
‘Order Functions
Shipping Functions
Inventory Functions
Report Functions
Process
RO i ?
I . Cancel Changes | Save Changes | Test S0L Statement |
Main Settings  Info Help

Note: Custom fields can also be defined and labeled using the Set System Parameters
wi ndow (sear ch 0 citssohlyopossible to defmevthemes 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 i 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 i A Text Box allows type text and/or numbers to be entered into the custom

field. AComboBox( al so known as dorcasdoudomseledtohefield entrys t 0 )
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 i For Combo Boxes only i Specify the kind of list to supply the data for this
field.. There are three options:

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

0 Shared List 1 A list of selections that can be used for any custom text or numeric fields.
Refer to Creating a List below.

0 SQL Statement i Enter an SQL select statement that populates the list. The SQL
statement shoul SELECE FieldNantelFROM TalleManfed SELEGT

FirstFieldName, SecondFieldName FROM TableNameo . |t can &HBR&E i ncl ude
clause and an ORDERBYc | aus e, SEWECHCuatemerlD, FullName FROM
Customers WHERE state=ppadORDER BY FullNameo . I f there are two fie

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 1 For date fields, select one of four different ways to display the date entered.
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1. Navigate to Main Menu > Settings > Setup Functions > Setup Custom Fields.
Main Menu
Ajax Orders LogOff | Switch stores | Tasks | Ext |
falafunctons Setup custom fields for
Accounting Export Setup
Archive Oid Data Text Fields Numeric Fields Date Fields

Assign Carts to Orders

Shared Lists

Backup Data File

Bronto Contact Export

Display Type

Edit Button, Mame of Shared List or SQL Statement

Clear Transaction Flag

| [combo Box || [Uniaue list for this field = | ViewsEd List |

2. [First Time Customer
Compact Data File

Convert to SOL Server

Export Accounting Data

List Maintenance

| [combo Box || [Uniaus list for this field = | ViewsEd List |
3. [Referred By | [Text Box
4. [Coupon | [combe Bax [=] saL [Select * From Oders Where ]
5. [Checkout Option | [combe Bax [+] sharediist | [=]

Payment Methods
Re-Import Archived Orders
Road Trips

Setup Custom Fields

System Functions

Order Functions
Shipping Functions
Inventory Functions
Report Functions
Process
‘ a i ? Caﬂce\changesl Save Changes | Test SQL Statement |
Main Settings  Info Help
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.
Choose the tab of the data type of fields you want to define.
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.

Main Menu

Ajax Orders Loguff' smcnstoresl Iasksl Exit |

Data Functions

Setup custom fielgs for

iting Export Setup
Oid Data Text Fields Numeric Fields Date Fields Currency Fields Shared Lists

Assign Carts to Orders Shared List  [List1 [+] #offiedsinthisist & 1 2 Save | Delete List |
Backup Data File

To create a new list, enter its name above, select the number of fields, and click Save.

Bronto Contact Export

Clear Transaction Flag Delete Entry |
Compact Data File

TexttoStore || Text to Store

Convert to SQL Server

2]
: Toxtto ity [ ] [onday 2
List Maintenance ‘Save Entry |

Payment Methods

Tuesday

Re-Import Archived Orders
Road Trips
Setup Custom Fields

System Functions
Order Functions
Shipping Functions
Inventory Functions
Report Functions
Process

RO i ?

Main Settings Info Help

Capcel Changes Save Changes Test SQL Statement

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.

[Main Menu
Ajax Orders Logof | swicnstores | Tasks | Eat |
SEIAEIIEHONS Setup custom fleldsfor [Orders  [+]
ting Export Setup
S TextFields NumericFields  DateFields  CurrencyFields  Shared Lists
Assign Carls lo Orders
Backup Data File Display as Display Type List Source Edit Bution, Name of Shared List or SQL Statement
Bronto Contact Export 1. \ [Combe Box | [Unique list for this fielk] = | View/Edit List |
Clear Transaction Flag [First Time Customer | m Unique st for this field[<] ViewiEdit List |
SQL Server 4 CDupDn Combo Box : SQL Statement =] SOL [Select * From Oders Where ]
Expork fie ol 5. [Checkout Option | [ComboBox_ [ [Shared list [=] sharedList | |
List Maintenance

Psyment Methods
Re-Import Archived Orders
Road Trips

Setup Custom Fields

System Functions
Order Functions
Shipping Functions

Inventory Functions

Report Functions

Process

‘Cancel Changes Save Changes Test SQL Statement
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c) Click the View/Edit List button. Unique lists do not require you to enter a name.

Main Menu

Ajax Orders

Data Functions
Accounting Export Setup
Archive Oid Data
Assign Carts to Orders
Backup Data File
Bronto Contact Export
Clear Transaction Flag
Compact Data File
Convert to SQL Server

System Functions
Order Functions
Shipping Functions
Inventory Functions
Report Functions
Process

R Qi ?

Main Settings  Info Help

\=ng0ff| Switch StDresl Iasksl Exit |

Setup custom fields for
Text Fields Numeric Fields ~ DateFields  Currency Fields  Shared Lists
Unique list for Custom Text Field 1 # of fields in this list w12 Save Done
Delete Entry
TexttoStore || | [Textto Store 2]
Save Entry

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 Manager6 s Secur ity system
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When the Dashboard is opened, the s t o rto&albnamber of orders is displayed on the bar.
Select T o d a Pr@ers 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.

Main Menu
Ajax Orders Logofr | switchStores | Tasks | ext |
Import My Orders
Process My Orders Dashboard
Ship My Orders
ARG Orders  Inventory Revenue
Manage My Inventory
Manage My Customers Today's Pending L .L | Backorders Drop-Ships Balance Due Credit Due Order
Run My Reports Orders Ship to Order States
Run My Management Reports.
View My Batch Report List _
Open Wy Dashboard ° 24&‘
D Lo 33 Order(s) ready to ship
Order | Date | Mame |From* | Total | ue -
1003 TI30/2007 Kevin Smith Cart-2 | 51,652.50 30.00 D
1005 22412006 Kevin Smith Carl-2  52,040.00 (87.50)
1008 8/24/2006 Kevin Smith Cart-2  $402.50 50.00
1010 10/31/2007 | Kevin Smith Mo 512923 51449
1021 912112006 Mark Setzer Cart-6  50.00 50.00
1086 10M52007  Mark Setzer Cart-10 | $355.00 §355.00
1087 10M5/2007 | Mark Setzer Cart-10  3604.00 30.00
107 8/21/2006 Mark Setzer Cart-3 $53.30 50.00
2023 10192009 Mark Setzer Mo $50.96 $59.96
2048 111772009  Sheryl Jorna Mo 52499 50.00
2043 11M7/2009  Sheryl Jorna MO 52500 510.00
2063 11/25/2009  Christine Griffin Cart-3  §19.89 30.00
2068 1752010 SherylJorna MO 51.00 30.00
2070 3192010 Sheryl Jorna MO 51.00 51.00
Quick Clicks 2080 3292010 Fred Buyer MO $10.00 $10.00 2 ml
C 9 View Order |
‘ 0 i . *Click to view list of "From” vaiue
Main Settings Info Help

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.

Microsoft Office Access ‘ u

* List of 'From' locations
Cart-2 : Miva

Cart-3 : BigCommerce
MO 2 Manual Order

PS5 : Point-of-5ale
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The Stone Edge Order Manager Security

The Stone Edge Order Manager6 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 Manager& own Security system (which is the
preferred option).
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Enabling Security

Configuration and Maintenance

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

Users Groups Group Permissicns

Object Permissions

Settings

Log-in Option

Windows

Turn Security Off

Use Monsoon Stone Edge's Log-In system to
determine the current user.

Save

Most users should select the Order Manager option. Do not select the Windows
option unless you are very familiar with Windows users and security.

Close

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.

Users Groups Group Permissions Object Permizzions Seftings
New | Impart Packers & Sales People |
Userid | [=] Edit | Delste |
All Groups: Member Of:

Admin

Add >

<< Remove |

Close |

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

User Info ‘

User D, Initials, etc. || |

Users Full Name | |

Password | |

Repeat Paszword | |

Save Cancel

4. EnteraUser ID,theUs er 6 s F ydnd a Pdsswoed. 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.
Select a user from the User ID drop-down list.

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

Delete User? @

:I Delete selected User?

Cancel

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

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

User Info

User ID, Initials, ete. L |

Nl | Users Full Mame

Password | |

| | RepeatPazsword | |

Save | Cancel |

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:
|

Enter Group Name

&2
Enter name for new Group: oK

Cancel

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

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

Microsoft Office Access I"'"”"I

Copy all 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.

Select From List
_ om— —

Select Group to Copy From

Security Groups
Admin

Cashiers
MyGroupName
Packers

Power Users
Sales People

tst

oK | Cancel |

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

Microsoft Office Access ——

Copy all Users from another group?

9 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.

1 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 Group to Copy From

Security Groups
Admin

Cashisrs
MyGroupName
Packers

Power Users
Sales People

OK | Cancel |

1 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.

a > w N

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

Select the Users tab.
Select a user from the User ID drop-down list.
Select a group from the All Groups: list.

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.

a > 0N

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

Select the Users tab.
Select a user from the User ID drop-down list.
Select a Group from the Member Of: list.

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.

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

Click the Delete button and click OK. Only the user group definition is deleted, user ids are
not affected.
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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:

No Access 1 user cannot access

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:

No Access i1 button is hidden
Visible i Disabled i button is visible but disabled

Visible i Enabled i button is visible and enabled

Report

1.
2.

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

No Access i user cannot print report

Print 7 user can print report

Compl et e the fol

owing steps to assign an

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.

object

4. Select an Object Type (the type of objectt hat you want to restrict

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 group® 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 group& 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.

Users Groups Group Permissions Object Permissions Settings
Select Object
(o Form
{~ Report
1ain tieny [~]
Group |Perrnissiun | Button or Option -
Cashiers MNormal Form |
Cashiers “isible - Enabled | Batch Printing [
Cashiers “figible - Enabled | Bulk Email to Customers
Cashiers Visible - Enabled | Communigue
Cashiers “isible - Enabled | Custom Menu *
Cashiers ‘Vizible - Enabled | Enter Orders Manually
Cashiers ‘Visible - Enabled | Export Customer Data
Cashiers ‘isible - Enabled | Export Inventory
Cashiers isible - Enabled | Import Custemers From File
Cashiers isible - Enabled | Import Inventory From File
Cashiers Visible - Enabled | Import Inventory from Web
Cashiers Visible - Enabled | Import My Old Orders
Cashiers ‘isible - Enabled | Import Orders
Cashiers Visible - Enabled | Log Off
Cashiers “isible - Enabled | Maintenance Menu
Cashiers “isible - Enabled | Multi Order Processor -
< [ 3
Close

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 Managerc an be configured to accept wusersbd
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.)

Password

Store = Ajax Orders

. Change Name/Password

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 Managerd sog-In window.
2. Click the OK button.

The application is opened and The Stone Edge Order Managerd s Ma i nis dispéayed.

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:

Enter the Full Mame for User ID s

Shend Joma

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

Enter Password

Enter the password for User ID 5 K

Cancel |
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5. Enter a new password and click the OK button. The system displays the Enter Password
Again dialog:

Enter the password again for User ID 5

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

T L

: Password successfully changed
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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 feystempar amet er s 0 . cdnties hpndredg of a m
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.

Set System Parameters PC & Cart Based Parameters |
Search for:

Parameter Group Description of Parameter Group

3DCart - Parameters required for using barcode scanners with Stone Edge.

Able Commerce
Alerts.

Aldtura

Amazon

Americart
AspDotMetStorefront
Assurz

Bronto

BVCommerce

Parameters in Selected Group Parameter Details

AutoGenerateBarcodes If True, when you manually add a new product, the program will automatically
BarcodeAtinventoryDoesSearch generate a unique barcode number. The number of digitz in the barcode is
BarcodeDigits determined by the parameter BarcodeDigits.

BarcodeField

BarcodeFontSize

BarcodePrefix

BarcodeSet

Barcode3uffix Parameter Value

CheckSupplierBarcodes £ True (ves)

{+ False (No)

[T Show Al Parameters Save

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.
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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
searchiagkongfinumbers, 0 type Search ok bom.youccanber s o i 1
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 humeric 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.

Show parameters for " Workstation {™ Shopping Cart

This Computer

Workstation Name Parameters In Selected Group
| PHWSDNVO4
PHWSDNVGS
SHERYL
SHERYL2

Parameter Group

|| | |Communications -
Credit Cards
Email
FedEx
Packing
POS
Program 7

[

List Maintenance Close

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.
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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

=2 =4 =4 4 =4 -4 -4 4 -4 -4 -4
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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.

Payment Methods

Existing Payment Methods

Wisa «| Delete
Mastercard

Discover Add New
AMEX

PO

C.0.D.

Check

Cash

Generic 1

Generic 2 i

™ = a Credit Card

These options apply to Switch, Delta,
Solo and Electron cards only:

-
-

‘When adding new Credit Card payment methods, you MUST enter the Bank
|dentification Mumber (BIM) range for that particular card. For exxample Visa's BIN

iz 74", MasterCard's iz "517, AMEX uses "24" & "37". Other bank cards canuss 3
series from 455000 to 458055, BINs can be from 1 to & in length and must
be unigue across all payment methods o 2 different card types cannot use
458031 3= one of their BIM=s. Contact your bank for this information.

Cloze

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

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

Payment Methods

Exizting Payment Methods

Visa

- Delete

Mastercard
Discover
ANMEX

PO

CoD.
Check
Cash
Generic 1
Generic 2

oot |
poatiow |

Add New

[ Is a Credit Card

Solo and Electron cards only:

These options apply to Switch, Delta,

ding new Credit Card psyment methods, you MUST enter the Bank

ber {BIN) range for that particulsr card. For example Visa's BIN
d's is "51", AMEX uses "34" & "37". Other bank cards can use a
00 to 455053, BINs can be from 1 to G digits in length and must
s sll psyment methods so 2 different card types cannot use
455031 3= one of their BINs. Contact your bank for this information.

Add Delete

Close

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

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. Enterits 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

iemai | templ ateso to deter mi eproceshissinlartoawandt of t he
processor& fi Mai | Me r. The $toné EdgedOtder Managerd Email Template Editor lets

you create and edit your own email templates or edit any of The Stone Edge Order Manager®

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 recipientbdés email program i s
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 Manager& built-in SMTP email system. The EmailSendMethod &system parameter must

be setto Order Manager. Thi s parameter is automatically set wh

SMTP Ser vertond Hdge®Order Manhger) 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.
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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:

Main Menu

Ajax Orders Lngofr| Switch Smresl Iam| Exit |

Data Functions
System Functions

Order Functions Tags :E Test With Ordersl Custnmersl P05| Drop-Ships. | Supp\iersl Quutesl

Email Templates Template  [AlFields.od =l

Shipping Functions 03 . ﬂ FROM:  <<CompanyName>>
- ActualShipDate =<CompanyAddressi=»
Inventory Fu ﬂ{fthIIS ActuaWeight EI <=CompanyAddress2s»
Report Functions Address! <<CompanyAddress3z»
E Address? =<=CompanyAddressd=»
Custom Report Maintenance d
4 = AlTrackingLinks
Email Template Editor All'lrackmgNu mbers =«Subject Start=»
Print Recovery AmountCredited This is a test email to <=fullname=> from <<CompanyName== <<subject end=>
i —— Test an un-supported field name:
e AmountPaid Test fiekt: <<TestFields>
AmountPaid Test field with space in it <<Test Field2=>
Backordered
Balancelue — ORDER FIELDS —
BilledSubtotal ordernumber: <<OrderNumbers>
BilToAddressBlock S5# =<ShopSiteOrderbumbers=
Buyer date: =«0rderDate=>
CancelDate Time: <<0rderTimes==
Cartame Mame: <<OrderNames=»
City company: <<0rderCompany==
Comments email .<<0 rderEmait==
Comments addr1: «=0rderAddress=>
Company addr2: <<0rde!'Addr3552>>
city: <<OrderCity==
CompanyAddress1 .
state: <<0rderState=>
CompanyAddress2 zip: ==0rderZipz»
CompanyAddrass3 country: <<OrderCountry==
CDI‘HDEI‘\)‘AEICI.[ESH' phone; <<OrderPhones»
CompanyEmail1 GifthMessage: <=Giftllessage==
Process CompanyEmail2 shipname: <<Shiphame»=
CompanyFax1 shipcompany: <=ShipCompany==
[ 9 CompanvFax2 T |shioaddri: <<ShipAddressss
R QO 1 7

Delete | Hew | Save | Reload |

Main Settings Info Help

2. Select a Template to edit from the drop-down list. Note: Any text in the editor window
between the tag markers, << >>, is a ftagothat 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.

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

The list of available tags, which represent data fields in your store& 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. Toinsert a tag, click in the editor window where you want the tag to appeatr, 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, P O § Brop-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.
Email Templates HTHKL Tracking Numbers Latest tet |
Tags | EI Test With Preview {+Text { HTML Back to Edit
ActualCost J Thank you for ordering from Ajax Orders! s
ActualShipDate
ActualWeight DATE:  2-0ct-2007
Addressi WEB ORDER #:
Address? INVOICE#: 1001
AllTrackingLinks .
AlTrackingNumbers ?t‘_"iP_E_[_} :I'_U__
AmountCredited \]ﬂ_l'_l'l_ﬁ|_‘:'\;ﬁ_|;;l'_
AmountPaid 819 Trimble Bivd
AmountPaid Brookhaven PA 19015
Backordered United States
BalanceDue
BilledSubtotal ====== == = ==========
BilToAddres=Block Ordered: 5 Shipped: 5 111125 tem1 $105.00
Buyer ====== == = ==========
CancelDate
Carthame To track your package, use the link below:
City
Comments
Comments Thanks for your order!
Company
CompanyAddress1
CompanyAddress2
CompanyAddressd
CompanyAddress4
CompanyEmaill
CompanyEmail2
CompanyFax1
C Faxz - -
R e |t | 5w | oo |

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 storebs 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 atag 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

I f you are entering i orfdengyommaastilikelpwahttoorincliede all afshe o mer 6 s
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:

=<l oop Start==0rdered: <=Quantity== Shipped: ==QuantityShipped== =<LocalSKU==
=<Product== =<Pricex= Ship Date: <<ExpectedShipDate=-

<<Loop End=>

Ordered: 1 Shipped: 1 bbul01 Full Bazeball uniform 22359 Ship Date:
Ordered: 1 Shipped: 1 al02 Flesce All Purpoze Sweat Pantz  £0.00 Ship Date:
Ordered: 1 Shipped: 1 a003 Home Team Jerzey 320.00 Ship Date:

Ordered: 1 Shipped: 1 AtID01  Atlanta Ballcap $0.00 Ship Date:

<<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.

The Stone Edge Order ManagerUs er 6 s Gui de 51


http://www.stoneedge.com/help/OM_DOC/email/htmlemail.html

Configuration and Maintenance

The screenshot below is from the HTML Confirmation with Invoice.txt template that comes with
The Stone Edge Order Manager:

<=HTHML Start==
<center=<img src="yourcompanylogo.jpg” att="<<CompanyMName=>"=</center:
<p=Date; <<0rderDate>=</p=

<table width="100%" border="0" cellpadding="0" celzpacing="0"=
<tr==td=

<b=5old to=</b=

<hr align="left” width="75"=
<=BillToAddrezsBlock==>
</tr==itd=

<tr==td=

<b=Shipped to</b>

<hr align="left” width="75"»
<=3hipToAddres=Block=»
/tr==itd=

</tatle=

<p=<hr align="lsft" width="70%"=

<=Loop Start==

Ordered: =<Cuantity== Shipped: <=QuantivShipped== <=LocalsKU=> =<Product=> <<«Pricg==
<br=&nbep;&nbsp;&nbep;&nbsp;<i=Ship Date</i= <<ExpectedShipDate==<br=

<zl oop Ende=

<hr align="left” width="T0%"=

Produrct Total <<ProdnciTotal==<hrs

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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Configuration and Maintenance

The Stone Edge Order Manageru s e s a

number of Al istso of i

(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

Do Not Ship To IP Numbers

Do Not Ship To Phones

Email addresses, IP numbers, and telephone numbers from
problem customers that you do not want to ship to.

Inventory Categories

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

Lot Descriptions

Terms to be used for

Bundle.

purchasir

Note Actions

Note Events

Note Priority Codes

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

Packers

Employees who packing orders for shipping.

Payment Terms

E.g. ANet 300 or fAi2% 10 days,

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.

nf or mat
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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:

Main Menu
Ajax Orders Logorr | swicnstores | Tasts | et |
(MRS Select List: List Entries:
ting Export Setup Americart Checkout Forms.
Archive Old Data Buyers
4 Cash Registers
A
o e "_) LTt Company Names to Delete
Backup Data File Computer Startup Screens.
Bronto Contact Export Country Names to Hide

Clear Transaction Flag Do Not Ship To Emails
Do Not Ship To IP Humbers.

Compact Data File Do Mot Ship To Phones
Convert to SQL Server Inventory Categories

Export Accounting Data Lot Descriptions
Hote Actions
List Maintenance Note Events
Payment Methods Note Friority Codes.
Re-Import Archived Orders Packers

i Payment Terms
e PCCharge
Setup Custom Fields Pickers
QOHReason
Referral List
RMA Reasons
Sales People
System Functions Sales Tax States.
Order Functions Status
Users.
Workstations

Shipping Functions
Inventory Functions
Report Functions
Process

R QO i ?

Main Settings Info Help

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 Managerd s S e ¢ u r i daryals&he sisecetonlimit
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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Cr e atbo MogShpTod Li st s

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.
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 I 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.

Main Menu

Ajax Orders Lngmffl Switch Stores | Tasks | (Exit |

Data Functions
System Functions

Initialize FIFO Data

I want to use Quantties from From current Quantity on Hand and Supplier Costs.
Order Functions @« ity pp
Shipping Functions Initiglize Data
[ICCTIN T TER TS ¢ From data imported from an Access database

Assemblies -
Build Sub-SKUs

Databa [ =]

Change SKUs
o : Each list box below contains a list of the fields in the table selected above.

Change Suppliers Choose the fields from the lists that correspond to the following Order Manager fisids:
Enter Barcodes LocalSKU | [=]
Fill Backerders ‘ EI
Global Editor ‘ EI
Inttialize FIFO Data ‘ El

Kits o

Levels Begin Import |
Multi-Record & Price Editor
Scan Non-PO ltlems.
Standard Messages

Transfer Inventory

Report Functions
Process

Ra i ?

Main Settings Info Help

3. Select one of the following two options:

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

CAUTION! OK to continue?
e, R —

@ This function assumes that your Inventory Quantity on Hand data is

accurate.

It adjusts existing FIFO records where available and adds new FIFO
records where needed.

It deletes FIFO records for items that are not found in your Inventory
data.

OK to continue?

OK E—

The system prompts for confirmation. Click OK:
b. Select From Data imported from an Access database and click Initialize Data.

1 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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1 Click Begin Import.

Main Menu

Ajax Orders Log Off | Switch smras| Iasksl Exit |

Data Functions
System Functions

Initialize FIFO Data

| want to use Quantities from From current Quantty on Hand and Supplier Costs
Order Functions G i P
Shipping Functions SlemeLily
Inventory Functions & From data imported from an Access database
Assemblies Access database to import from | =2
Database table to import from [ =]
Each list box below contains a list of the fields in the table selected above.
Choose the fields from the lists that correspond to the following Order Manager fields:
Local SKU | =]
Fill Backorders
ftem Name | =]
Global Editor
cusntty | =l
Inttialize FIFO Data
Cost [ =]
Begin Import
:ord & Price Editor Records in selected table (up to 50 fields shown):
Non-PO tems label [ label [ label Iabel label label Iab)

Standard Messages »

Transfer Inventory

Report Functions
Process

RO i ?

Main Settings Info Help

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:

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

1 Create a default accounts receivable account and a sales tax account in QuickBooks.
1 Import your Chart of Accounts into The Stone Edge Order Manager.

1 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.
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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:

1
1

1

None i No accounting export is used.

QuickBooks File Transfer (.iif) T 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) i Accounting data is exported directly into your
QuickBooks data file. This is the recommend method for use with QuickBooks.

Simple Text 1 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.

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

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.

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.

WARNING

MONSOON COMMERCE CANNOT BE RESPONSIBLE FOR ANY PROBLEMS RESULTING FROM THE USE OF THIS FEATURE. We have done
our best to make this feature work property, but this is a VERY COMPLEX SYSTEM and IF v OU DO NOT CONFIGURE IT PROPERLY
YWOUR ACCOUNTING DATA MAY BE CONFUSING OR INCORRECT.

* CHECK ALL DATA IMPORTED INTO QUICKBOOKS OR WHATEVER ACCOUNTING PROGRAM YOU ARE USING FOR ACCURACY i
BEFORE ACCEPTING M

* MAKE SURE THAT ALL DATA IS BEING IMPORTED INTO THE PROPER QUICKBOOKS ACCOUNTS!

* CONTACT MONSOON COMKMERCE IF YOU FIND ANY PROBLEMS WITH YOUR DATA.

MONSOON COMMERCE CANNOT GIVE ACCOUNTING ADVICE! ¥'OU ==MUST=* CHECK WITH AN ACCOUNTING PROFESSIONAL ON THE
BEST WAY TO SET UP STONE EDGE FOR EXPORTING ACCOUNTING DATA FOR YOUR PARTICULAR NEEDS AND THE BEST WAY TO
TEST AND CONFIRM YOUR DATA!

* INFORMATION ON THE USE OF THIS SY'STEM CAN BE FOUND IN OUR WEB KNOWLEDGE BASE AT: hitp://stoneedge.comhelp. If you
are currently connected to the Internet, you can press the F1 function key now to see that information.

Enter your name and email address below, check the agreement below and click OK to email your confirmation to Mensoon and enable the
QuickBooks export features.

Name Email |
[T 1have read, understand and agree to the warnings shown above. | i
l——— — —
After typing in your name and email address, and <c¢l i ck the button t
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.

Backup Data File
Broato Condact Dxport
Cear Transaction Flag
Compact Data Fie
Convert to SQL Server
Export Accosntng Osts
Lot Mariensoce

Sysleen Functions
Order Funcions
Shipping Funclions
Inventory Functions
Raport Functions

REON i ?

Main  Settings  info  Meip

wpott| swachswres | Tnis | ext |

Accounting Export Setup Seve I
Accoentimport Export Setup  Sales Accousts  Bwestory Coategones Depoats  POSDeposts  Pucchase Orders

Starting Date for Accourting Exports
Stone Ldge Accounts Receivadie Accownt - The accoust selecied bare wil be sutomatically assigned a8 ofher the Debt or Credt account for

81 dota tyzes (sales, sales tax, shopng, deposts, etc ) except Cest of Gooda, _
Orgec Vanager - AR =

oi-JmA}QJ QuickfBicoks Class Name

Name of Report fo use for printing dsta Freviews GBFrevenregort A
[ Export Sales Data to Accounting? [ Export Deposits o Accounting?

F Semmarcosses data 2 | [ Summerize Depost Dsta? e |
Rowndeg Exrors Credt st [Ordar Uanager Asuncng 5] W comnevessucewess? 3

Woc Seles Credt Acct Mz Ordec Marager Credt. 5 rsowSpossnsummy? 2]

[~ Bokp Credts o Depost? 3|
Crost cars depost cutotftme | 700AM | 7]

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

Main Menu
My Test Company

Data Functions

Logott | sweensiores | zawis | a |

Accounting Export Setup Eat I

Account impoet Export Setup  Sales Accounts  hventory Categories Deposts  POSDeposts  Purchase Orders
Post Retrns 10 (5 Separate Account (™~ Same as Sales.

[Jee [Dedk Account (Account 1o 834 10) [Crect Account (Account 1o sublract frem)

[ ¥ |Cost of Goods [Cost of Goods Sod « |rventory Asset -
Gt Transacton Fiag 1 15€ Accownt Receiable [o|SE Cougans =
Compact Gata Fie [ [Detsut Saies ~|SE Account Recenvable :seu«mmu v =
Convert 10 SOL Sarver [oscounts 1S€ Account Recelvabie [ols€ Dacount -

[ IRetums |SE Merchandise | SE Account Recenabie -
Dioal A o [Isames Tax 1SE Acoount Recenable [ |SE Sales Tax =
List Mewrsenance :mﬁcium |S€ Account Recewable [+ |SE Shippping Account =
Payment Methods |Surcharges |SE Account Receivable w |SE Surcharges -
Re-Import Archived Ocders
Rood Tres
Setup Custom Fiekts

System Functions The Accounts Recevable account selected on the Export Setup tad s assig toal except Cost of Goods, Coupons,

Order Functions Discounts and Surcharges and canact be changed by the user

Shipping Functions

Inventory Functions
Report Functions

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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Paymert MeSods
Re-rport Archived Orders
Road Tros

Setup Custom Fieos

System Functions
Order Functions
Shipping Functons
Inventory Functions
Report Functions

R QO

Main  Settings Info  Melp

l)

Accounting Export Setup

Account mport ExportSetup  Sales Accounts  Inventory Categories  Deposts  POSDeposts  Purchase Orders

mcml smcnsmulpml Ext l

1

:a]

‘ wy -
| Accessones
| Ciothing

‘ | Food

] Credt Account
' SE Merchandse
SE Nerchandse
SE Merchandise

-

| Debt Account -
SE Account Recewvabie
SE Account Recesvable

| SE Account Recewabie

. and cannot be changed

On the Inventory Categories tab, select The Stone Edge Order Manager inventory
categories and assign them to specific credit accounts defined in QuickBooks.

Main Menu

My Test Company

Data Functions

Compact Dats Fie

Convent to SOL Server
Export Accouning Dets
Lt Vantenance

Payment Methods
Ro-import Archaved Orders
Road Trps

Setup Custom Felds

System Functions
Order Functions

Shipping Functions

Inventory Functions
Report Functions

mon] Swrtch Stores ] Iuhl Ext ]

_Sance | see |

POSDeposts  Purchase Ovders

< Delsy Ony -

Accounting Expont Setup
Account import Export Setp  Sales A unts
Paymest Method . Debt Account
| AMEX SE Uncefned Deposts
0D SE Undefned Deposes
| Casn SE Undefned Deposts
| Chect SE Uncefned Deposts
| Dacover SE Undefned Deposts
| eChea SE Undefned Deposts
| Generic 1 SE Undefned Deposts
| Generc.
Generic 2 Repars sad Mantensnce
Mastercars Sales Dscounts
PayPal SE Account Receivabie
PO SE Coupons.
Vs SE Dscount

Credtt Account .
2 SE Account Receabie
0 SE Account Recenadie
0. SE Account Recenabie
0. SE Account Recevabie
3 SE Account Recenvabie
0 SE Account Receivatie
0 SE Account Recenabie
0 SE Account Recenatie
0 SE Account Recernvadie
0 SE Account Recenable
0 SE Account Receivabie
0 SE Account Recetvable
0 SE Account Recenadi
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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.

Main Menu

My Test Company Logort | swchstores | Tosks | Ext |

Accounting Export Setup got

Account import Export Setup  Sales Accounts nwventory Categories Deposts  POSDeposts  Purchase Orders
¥ Export PO Receiving Data?
¥ Export PO hvoicing Data?

Purchase Order Payable Account - credited when Purchase Order or Drop-Ship is invoiced
Accounts Paysdie 3

Purchase Order Liablity Account - credtied with Cost of Goods wihen PO Rems are received into stock or
when Drop-Ship PO Remms 00 an approved ceder are “shipped™ (set Actual Ship Date of
DropShipsShowAsShippedaTrue). Debled with product cost st the time the PO is iInvoced

Recened and Dropped Not Pad =

Purchase Order Asset Account - debted with cost of goods at the time Purchase Order tems are received
into stock (when PO & “Posted™)

nventory Asset Z]
Purchase Order Freght Charges - debled with froght charges entered with the PO invorce
SE PO Freight =
Purchase Order Discourts - debited with dscount amourt entered with the PO invoice
SE Discount z]
Systom Functions Purchase Order Surcharges - debled with addtional surcharges entered with the PO nvoice
Order Functions SE PO Surcharges =

Shipping Functions
Inventory Funcons
Report Functions

R

Main  Settings info  Help

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 datafilei s ¢ al | & douaanimpdrt@ndezs 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
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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 é&sefdleati on to s a:

Wl Enter name and location for new stare's data file Sl
@v‘?l v Computer » Local Disk (C3 b StoncEdge + [ #5 | [ Search StoncédgeData 2|
Organize New folder Bz - @

=
& Downloads * Mame Date rodified Type Size
= RecentPlaces
Ma items match your search.
wl Libraries
<| Documents
@' Music
&=/ Pictures
8 videos

1% Computer
&, Lacal Disk (T3

S by \eb Sites on

€ Metwork

File name:  AjaxOrders -

Save as type: | Access Files (*.mdhb) -‘

~ Hide Folders Tools ~ Cancel

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

Tip: Stone Edge Technologies suggests including al | or part of your con
pl us t he wonmhahnainiDg adstore g for example: GreatStuffOrders. Do
notuseA como, quotes ( Ainthefllanammepostrophes ( 6 )

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 hame 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
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.

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 fiedocan e treated. f 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.

Select Store to Open
Show: | Previously Opened Stores System DSHNs | File DSNs | Delete Link =
Store Name | File Location [Last Use -
Ajax Orders CAStoneEdge\Ajax Orders 2-Aug-2013 09:15:18
4 k
Open | Cancel |

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, referto tha t  u tdocunmentatidngor 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 adatabase ( i st or e 0 othroughdha dady prbceds ef 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

The Stone Edge Order ManagerUs er 6 s Gui de



Configuration and Maintenance

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:

You cannot Compact your data file at this time.
To Compact your file:

1. Get all users out of the Order Manager

2. Exit the Order Manager yourself

3, Re-enter the Order Manager

4, Come directly to the Maintenance Menu and Compact before doing anything else.

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:

Compact data file? ‘ =X

':9] Compact data file now?

Cancel

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

Microsoft Office Acc... @

Data file compacted!

-

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)st or eés data file in th
The file is named OrderManagerDataBUyyyymmdd.mdb, wher e Ayyyymmddo i s t
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 itis 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:

[| (@ Backup datafile now?
{ Cancel
S — =

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).

A backup copy of your data has been created at:

c\StoneEdgetDataArchives\StoneEdgeDataBU20130802-1.mdb.

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.
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 i ¢ u tdeleteothe 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 stepl). 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.

Archive Older Data?

|_ This function does the following:
X - Renames your current data file and saves it as a backup copy
- Creates two new data files: an Archive and a new store file
- Moves orders older than a certain date from the store file to the
Archive
- Moves customers who have not ordered since a certain date from
the store file to the Archive
- Removes permissions from the Archive file so you cannot edit
archived data
- Compacts both new files

MOTE: YOU MUST BE THE ONLY USER IN THIS ORDER MANAGER
STORE DURING THIS PROCESS!

Click OK to continue
Click CANCEL to abort the process

5. Enter a name for the archive file. The defaultnameisYour St or ed6s DataFi |l e Name
YYYY-MMM-DD.mdb. Click OK.
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Enter Mame For Archive Data File:

jax Orders (3) Archive 2013-Aug-2mdb

6. Use the calendar to specify a cut-off date for orders:

Date
Select Order Archive Date (earlier orders
will be archived)
Today |
< Fri. August 02, 2013 >
SUN MON TUE WED THU FRI SAT MI
1 2 3
7 8 9
14 15 16
22
29
ok | cancel |

7. Use the calendar to specify a cut-off date for customers:

Date

Select Customer Archive Date (older ones
will be archived)

Today

Tomorrow |

< ri. August 02, 2013 >

SUN MON TUE WED THU FRI SAT
1 2 3

7 8 9 10
S 16 17

22 24

pa) 31

oK Cancel
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8. The Archive selected data dialog box opens. Click OK.

- Orders placed before 2-Aug-2013
- Customers who have not ordered since 8/2/2013

OK to proceed?

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:

./.- # -.\.
[ |
L7 J

3. Click OK.

This function imports one or more orders from a database created with
the Archive Old Data button.

It imports all data related to the order(s), including custemer records,

WARNING - THIS FUMCTION SHOULD BE USED WITH EXTREME CARE!
YOU SHOULD BACK UP YOUR DATA FILE BEFORE USING IT!

0K to continue?

OK | Cancel |

The Stone Edge Order ManagerUs er 6 s Gui de

69



Configuration and Maintenance

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

imported.

Select Stone Edge Archive to Import Frol

=

Look in: | Datahrchives E @ -~ | Q X Ci E ~Tods -
Mame Date modified Type Size
f
My Recent , EmailQueue (& OrdertanagerDataBU_My_
Documents | EmailTemplates (& OrdertManagerDataBU_My_
Eﬂ backup of My Test Company - 5Test datafile pre vi.mdb Eﬂ OrderManagerDataBU_My_'
! Eﬂ OrderManagerDataBU_Ajax_Orders_20100922.mdb Eﬂ OrderManagerDataBU_My_'
Deskin (&) OrdertanagerDataBU_Ajax_Orders_20101104.mdb (& OrdertanagerDataBU_My !
esktop

(& OrdertanagerDataBU_My_
(& OrdertManagerDataBU_My_
Eﬂ OrderManagerDataBU_My_'
(2] OrderManagerDataBU_My

(&) OrdertanagerDataBU_Ajax_Orders_20110214.mdb
(& OrderbanagerDataBU_Ajax_Orders_20110629.mdb
{ Eﬂ OrdertManagerDataBU_Ajax_Orders_20110630.mdb
ol (2] OrderManagerDataBU_Ajax_Orders_20110727.mdb

My Documents !
(& OrdertanagerDataBU_Ajax_Orders_20110921.mdb (& OrdertanagerDataBU_My_
; (& OrdertanagerDataBU_Ajax_Orders_20110926.mdb (& OrdertManagerDataBU_My_
';;k EﬂOrderManagerDataBU_M}r_Web_Orders_EUllUfiJ_‘U.mdb IzﬂOrl:lerh-ﬂanagerDataBUEﬂlIﬂ_‘lﬁ]
My Computer IzﬂIC]ru:IerI"-.'1anagerDataFjU_I"u’l)f_k"‘..feI:J_IC]ru:Iers_Zt]lllIJStB.r'r1cII:J IzﬂIC]ru:IerI"-.'1anagerDataBUEi]l?_ll]

i, 4 1 b
i—hw File name: |E| Open
My Metwark
8

Places Files of type:

Access Files (*.mdb)

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

Cancel |

Available order numbers: 1001 thro 1013
Enter a single order number,

To impott a range of orders, enter the First and last
numbers separated by a dash {e.g. 123-127).

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

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

Results:
Reviewed: 1

Copied: 1
Already present - could nok copy: 0

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 detalils.

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

re

port and replacing the .S8thowver, iffjaug e

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

l ogo w

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 isnamedi Cust om Repand t s. md |
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. Not e t hat many of t he

names. Those reports are used within other reports; they are generally not run by themselves.

(= 5 ]S

W SEOrdMan7013 : Database (Access 2002 - 2003 file format)

= lggesign il New | % | 2o

Objects

=
=

1 Tables

Queries

Forms

i

Reports

=

s
&

P%ﬁes

Macros

Modules

Groups

[z Favorites

=
i
d
=
d
=
d
=
d
=
d

ey

Create report in Design view

Create report by using wizard

Accounting Sumrmary

Accounting Summary by Category
Accounting Summary by Source

Accounting Surnmary from History
Accounting Summary from History by Source
Accounting Surnmary Froem History By Source Me Approval
Aged Receivables

Aged Receivables by Age

Assembly Pick List

Assembly Pick List Subreport

reports

ncl ude

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 practiceistos et t he fi el dés Visiblceopodpédrst hetl @ N
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..

Main Menu =
Ajax Orders

Data Functions

1000t | switenstores | Tasss | ewe |

 Mcoules

¢ Reports O Tadies  Quenes ¢ Forms
System Functions
Order Furctions Reports avaliable in your copy of Stone Edge Reports in Custom Reports. mdb
Shipping Functions :
pping i Show. (C Custom @@ Standard, ¢ A
Inventory Functions -
© Report Functio Accounting Summarny - Credz Card Deposits realty OLD
D Foncuons Azcounting Summary by Cazegory j l I Custom Credit Ship
Custom Report Maintenance Accounting Summarny by Source EW lmm Custom Invoice

Accounting Summary from History
Accounting Summary from Mistory by Sows

Custom invoice - old
Custom Invoice Subreport

Aged Receivables Delete I Defete I Custom Packing Stp

Aged Receivables by Age Custom Packing Sip Subreport
Assembly Pick List Regame l Rgname l Custom Transaction Subreport
Assembiy Pick List Subreport inventory Report by Supplier
Backorder Details Be-tesport l frowse I

Backorder Sammary

Backorders by Customer

Backorders by Order Number
Backorders Fiked

Barcode Labei 1 x 2

Barcoce Label 1 x 3

Barcoce Label Dymo 330 2 5-16 x4
Barcode Label Sato OX200 1 x 2
BatcnOrop-Saipberors

Best Sedlers

Charges and Credits

Crean Card Deposits

Crean Card Daposits by Shepping Can
Crean Sip

Custoeser History

Custoeser History Transacuon Subrepoet
Custceser Statement

Custcmser SaTement Subreport

Daity Augit

Daily Audit Check Subrepan =

date Repacs Wenu | e Frompens |

RO | ?

Main  Settings  Info Help.

Gopyto Cust Rots | Reopen Cyat Rons |

Select Custom or Standard to filter the list of reports available in The Stone Edge Order Manager.
To view all the reports i®dlyour storeds database fil e

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 Manager6 s
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.

Custom Report Maintenance

@ Reports C Tables  Queries ¢ Modules C Forms Cigse

Show.  Custom  (C Standard & A1

Backorders Fded | Cusstorn Crect Sip

Barcode Lobel 1 x 2 Export ] Import I Custom Credt Sip Backup 1
Barcode Label 1 x 3 Custom Invoice

Barcode Label Dymo 3302616 x 4 Custom Invoice - old
Barcode Label Sato CX2001 x 2 Delete I Dejete I Custom Invoice Subrepoet
BatchOrop-ShipErrors Custom Paciing Sip

Bast Seders Reqame I Renome I Custom Packing Sip Subiregort
Best Sallers by Suppier Custom Transaction Subreport
Credit Card Depostts Be-mport l Qrowse |

Credt Card Deposits by Shopping Cart

Creck Card Deposts OLD

Cradk Sip

Customer Mstory

Cusstoenar History Transaction Subrepoet

Customer Stabement

Customnar Stabemmant pat

Customer Statement Subreport

Customers

B e e =

Add!oomomRe;onsml e From enu |

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 Manager6 s pr ogr atime fi |l e f
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 i Ba ¢ k2 p
etc.é fi 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.

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.

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

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

Exporting a Custom Report

To export a custom report from a Stone Edge Order Manager program file to the Custom Reports.mdb:
1.

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.

Main Menu
Ajax Orders

Import My Orders
Process My Orders
Ship My Orders
Create a New Order

Manage My Inventory
Manage My Customers
Run My Reports
Run My Management Reports
View My Batch Report List
Open My Dashboard
(Open Communique

Quick Clicks

KO i ?

Main Settings Info Help

\:Dgoffl Switch Stores. | Tasks Exit |

Standard Reports

Custom Reports

— Favorites —

—— Custom Report Maintenance ——

—— Custom Reports ——

Stone Edge Fesdback Program

Add to favorites. |

Hide

Custom report - click Print or Preview to run

Preview Print

Printer Options

¥ Default Printer
I Selected Printer

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

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.

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 el sewhere in this chapter
action.

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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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 Manager6 s | nv e nt ocaymaith@ib lstings ®fall 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

Managing Inventory

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.

Inventory [F=0 (=R
12345 Vgl ﬁ(l Add | Edit | Delete |
112345 |
T 3 Duplicate Local SKU
Adjus | ‘
View Adjustments canvas ﬁEId hat
ltem Mame
Purchase Order Status
View QTY Mot Shipped & BO |$1 0 00 || || 6 |
Multi-Record & Price Editor Retail More [~ OnSalefor  #0n Hand
Giobal Editor |hat5 El
Category
Primary Supplier |'Ap ex Manufacturing ‘
ST v e Suppliers SKU |1 2345 | Unit Cost |$2_75 ‘
C\Users\sjornalPictures\canvasfisldhat jpg Reorder Pt. I:l Reorder Gty. I:I
Published Wat. 12 Actual Weight
sototrecs [ 0 ]
Barcode 128260 Print Barcode Labels
- Lightweight canvas hat with neckstrap that .
Suppliers helps to keep you coolin the hot, humid, rain Credit Account | EI
Pricing forest. Email BCC [ |
Web & Custom Fields Storage Loc | |
Attributes & Options Description Fulfillment Ctr |Dnrfman Pacific El
Notes " r Country of Orig | El
v Crop-Ship Discontinued
Alternate Barcodes & SKUs ) Selling by Lots: I this item consists of multiple units of a different SKU:
Kits [~ lgnore QOH [~ Use Serial #s I
Single Unit SKU Browse
= [~ Taxable [~ No Layaways ngle S | | —
MWscotaneous LT —
[~ Don't do fulfilment For POs, order: ¢ This SKU (% Single-Unit SKU
[~ Mot for sale (part) SKU Type: {* Normal (" Parent (" Sub-SKU
Record: [14 | 4] 3 [» J[bL]P>*] of 98
Note:The terms fAproduct o, fiitemd and ASKUO ar e

elsewhere in this manual.

Action buttons on the main Inventory screen are:

Button Function
The Select Iltems button opens the Select Items screen, allows you to
iy 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.
This button allows you to create a new item from a blank template. Refer to
Add : ) . :
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.
This button deletes the item that is being viewed. Refer to Deleting or
Delete o L . .
Editing an Item, later in this chapter, for more information.
Close This button closes the Inventory screen.

used
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ltem Tab
The Item tab is the default view when the Inventory screen is opened. It contains the following
buttons:
Button Function
The Print Bar Code Labels button prints bar code labels for the selected
Barcodes item. Refer to Printing Bar Code Labels, later in this chapter, for more
information.
. This button allows you to receive items into inventory. Refer to Receiving
Receive - . . .
Items, later in this chapter, for more information.
This button creates a new item based on the item being viewed, instead of
Duplicate 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.

Dondét Do F chetkithis bax 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
guantity 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.

The Stone Edge Order ManagerUs er 6 s Gui de



Managing Inventory

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 wei ght shown at the web site. This wvalu
weight of packing materials.

Actual Weight: The weight used for shipping purposes.

Sol d NotWHreusidgdrhe Stone Edge Order Managerb s pur chase order syste
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 (

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 Fulfilment 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 fulfilment 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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EIEI &dﬂl gdrtlgeletelgml

===

Item
Suppliers

ypliers

Suppliers for this SKU

Add | Edit Dele‘tel

Supplier Name

(Default Supplier)

P | Apex Manufacturing

[~ Primary Supplier

Suppliers SKU [
unk Cas
sonoder ||

Supplier Barcode

Pricing
Web & Custom Fields
Attributes & Options
Notes

Supplier's Purchasing Rules
Order this item by
i+ the Piece
™ the Lot
= the Piece in Fixed Lots
Minimum Order Quantity & Pieces (" Lots

Purchasing in Quantity Lots

Alternate Barcodes & SKUs
Kits
Miscellaneous

Pieces per Lot l:l
Cost per Lot ]
Suppliers Lot SKU | |
Lot Barcode [ |
Lot Name Lot =]

Record: (1) <[ 1 (B)i]bH of 5

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.

L

Item
Suppliers
Pricing
Web & Custom Fields
Attributes & Options
Notes
Alternate Barcodes & SKUs
Kits
Miscellaneous

Suggested Retail
Suppliers

Price Level
Retail
Wholesale
Club

Price Level 4
Price Level 5
Price Level 6
Price Level 7
Price Level 8
Price Level 9
Price Level 10

[(Defautt Supplier)

E| Select to view Price/Cost Margins below

[ Primary Supplier

Reg. Price  Margin

P —

0OnSale  Sale Price Margin

513.96 [

b B e (e (e e B B |

Add/Edit price levels

Quantity Discounts

Starting QTY

Ending QTY

Reg. Price

Wargin On Sale Sale Price Margin

I o | |

Price Level

Margin for Selected Discount and Supplier

Start Qty End Qty Price On Sale

L]

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
designat ed as t he
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.

Apri mar yThis lsoxipghdckee whenfthe supplidn @utrentiy t e m.

Editing Prices

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

1.
2.
3.

4,

Locate the item in the Inventory window and select the Pricing tab.
Click the Edit button to unlock the item record and select More.

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

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:

Quantity Discounts

Starting QTY Ending QTY Reg. Price Margin On Sale Sale Price Margin Price Level
10 50 212.00 rd E11.00 Price E|
Price Level Start Qty End Gty Price On Sale Sale Price Add
Price1 10 50 £12.00 i 511.00 —
Delete

Margin for Selected Discount and Supplier

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

4,
5.
6.

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

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

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.

Select whether the item is currently On Sale.
Select a Price Level to which the quantity discount applies.
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:

1 Ignore QOH on Websites i 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).

1 Dond sell thru Altura i 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.

1 Donda Synch with Amazon i If checked, The Stone Edge Order Manager does not include
this item when sending an inventory feed to Amazon.

1 Donda Synch with Yahoo i If checked, The Stone Edge Order Manager does not include this
item when sending inventory synchronization information to Yahoo!

@Inventovy o B ER
0001 Elll Add | Edit | Delete | Close |

List Tt [ | Wiew in Browser
tem Image | | Wiew in Browser
Suppliers Header (Caption) | ||— lgnore GOH on Websites
Pricing [~ Don't sel thru Shop.com
Web & Custom Fields Footer ‘ ‘l‘ Don't synch with Amazon
Attributes & Options Path [~ Don't synch with Yahoo
Notes ‘ ‘
Alternate Barcodes & SKUs Headine ‘

Contents ‘ ‘

Kits
Miscellaneous

Availabiity

Fields for Monsoon Commerce [/ Don't sell thru Monsoon
ISBN [ | EAN

ASIN [ | map [ |
UPC [ | Profit [ |

Custom Fields View Advanced Custom Fields

Pharm
testprodz
SubCategory

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.
=]
List Option Lists |Snrt List By: (+ ListMumber { Local Order { Web Order | Add Option List | Edit Option List | Delete |

liem Listi | | List Name / Code - Prompt ~ | Reguired® -~ | Price - | Cost Type - Image ll
3

Suppliers 1 color ] Drop-down list

Pricing
\Web & Custom Fields
Attributes & Options

Build Sub-SKUs for kem
Copy Options from Another SKU

1 1} r

Add Option Edit Option | Delete |

Option - DontUs - Code ~ |Price - Lab - |DefaL ~ | Cost - Weigl ~ Imagell
blue [ s000 O [0 50.00 0 il
green (=]} 5000 | [0 =} 50.00 0
red & s000 | & 50.00 0

Notes
Alternate Barcodes & SKUs
Kits
Miscellaneous

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:

Add Option List

List Name I ]

Prompt | |
Image Path | |
rice —
cost —
e —

Option Type = Drop-List
& Radio Buttons
& Check Box
 Text Field
& Text Area
I~ Reguired
I~ Use wwhen building SubSKUs

Sawve I Cancel I

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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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.

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:

Add Option

Mame [ |
SKU Code | |
Image Fath | |
Price +- | |
Cost +i- | |
Weight +- | |

[ Is alabel

[~ Defautt

[~ DontlUse

oK Cancel

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. EnteraNamef or t he optioBxf{eagLafn@éaro ©hefiname is t
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.
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 optDondfichtckldox. by sel ecting the

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:

¥ Selecta SKU |Iten1Name |t SKU " Name
(& {Copy all of this SKU's | ::::5 il lm ﬂ
OPUOnLSLS i | abcder sttt L Al 8] ¢] o]
abcedfg test tem
apple Virtual Apple Set ﬂ ﬂ ﬂ ﬂ
bed1 Sofa Bed | J K L
bed2 Stylish Bed J J J J
bed3 Federation Bed ﬂ ﬂ ﬂ ﬂ
bed4 Sleigh Bed
beds Chrome Bed o|Rr|s| 1]
bed& Kid's Bed upvw| x
BINARYSHRT | Binary People y]vlw] x|
BINARYSHIRT-B-L | Binary Peopls &2 ﬂ ﬂ
(™ Copy just these - [Blue | ™ | |
selected Option Lists - |Extra Large | - | |
A | ms | |
me | | me | |
s | | =10 | |

" Use Last SKU Copied [ |
(will copy ALL of this | |

SKU's Option Lists)
Copy Lists

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. Youcanchoosetocopy all of the IlpwirgtheCa Py a&lplt i @ st Ibiys
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. Tore-<c opy t hat pr odanatherbs opt i
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 di fferent Aoptionsd or AfAa
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
AABCO0OO0O106, and a cust drhert her digr £ etnba ta ndh ifirEtx-twia Lar
SKU for that particul-GR-XIsthirt might be AABCO0O01

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 i s w e a thesetwiill be asuniqie 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. Goto 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.

2.1 f your product attributes ( opetSKOceode)thedsettiet have
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:
Click OK to build sub-SKUs.

6. Click OK to acknowledge the end of the process.
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The Notes tab is where notes or tasks related to the selected product are viewed and managed.

Task: Complete | CEI'ICE||

Clear Filter| Reply | Searcn| Add | Edit | Delete |

» |6J1 5/2012: At Multi Record Editor:

Notes for SKU: BINARY SHIRT-M-G

At Multi Record Editor:
[PubWeight] changed FROM: to 2.5.
[ActWeight] changed FROM: to 2.

Entered | 15-Jun-2012|| 2:58 PM|
By |SneryIJurna El
Event | |
Priority | |
Keyw Dn:l5| |

Followup | |
Assigned To | El
When Due | || |
c | I |
Type |Inventury El

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

Notes and Tasks.

Alternate Barcodes and SKUs Tab

Alternate Barcodes*

076410010083 Delete

*To add an Alternate Barcode for the current
item, scan the barcode, then select option A .

Alternate SKUs

abcde Add
Edit
Delete

Replaces this old SKU

Associated Shopping Carts

Product Data Override

ltem Name |

Category |

Path

Image

HUUUEL

Description

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 A s & praduct 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.

SKU to Add | iiiERE] [+] Search | oty ﬂ 1 ﬂ Multi-Select | Add ‘ Delete‘
| Part SKU | Quantity | ttem Name | inherit Kit Options_|

b [1003K 1 Tote Bag Color: Khaki
128160 1 pepsi ]
0002-3 1 Peanut Brittle - Large

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.

SKU to Add | M [+]| search | aty ﬂ 1 ﬂ Mutti-Select ‘ Add | Delete |
| Part SKU | Quantity | ttem Name | inherit Kit Options |
b [ 1003K 1 Tote Bag Color: Khaki
128180 1 pepsi [l
00o02-3 1 Peanut Brittle - Large
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 31 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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The Miscellaneous tab contains additional information related to the current product:

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

Select a default box to use for packing each product.

1
1 Enter the dimensions of each product.
1

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

order.

1 Designate cross-sell products for the program to display when the current product is added to a

Manual or POS order.

Boxes

{¥ This iz a regular Product

" This iz a Box, not a product
Default box for packing this product

Messages to be displayed at Manual Orders and POS

Standard Message 1

Standard Message 2

L]

Standard Message 3

Available Products

| EI Unigue message for this product
[] Mo Box Required
[ Pack Separately
[ Requires Additional Handling
Length | | width | | Heignt | |
Cross Sell

Show: ¢« Names 1 SKUs

| Show All ﬂ

AlB|C|D
E|F|G|H

L3

Add to Cross Sell

I|J]K]L

SKU Display As

| Delete

MINJO|P

QIR|S|T
Ulwviw|x
Y| Z

Last time modified by Import Inventory from Access

8172012 1210:17 PM | import Resuks  [E-N |

A=fdded, E=Edit with Replace All, E—=Fields edited: {[NJame, [Dlescription, [Plrice, [Weight, [~] other empty fields replaced with new values

Configur.i

ng

an | tembs 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.

t emos

Complete the following steps to configure the i
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.
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 ltem

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 Unigue 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 Iltems 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.

Filter Irerns

SKU - ltem Name - -

* Discontinued
SKU Starts With

1 B b S R A
o |=z]3]«]|s]s|7]8]|s]| showa

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.

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 ofGo.the productds name and

-2l Inventory
0001
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The traditional Search screen is opened by the unlabeled button adjacent to the Go button.

-Select Items |

Standard Fields Custom Fields

Starts With Includes
SKU 0 Il | | £ instock " OutofStock & Al | SKUtypes: [@ Al
Name | Il | | & current = Discontinued ¢ All [~ Normal
Description | || | | © Regular tems ¢~ Boxes @& Al [~ Parent SKUs
Supplier SKU | Il | | & Regulartems ¢ "Do Mot Sel” ¢~ Al [™ Sub-SKUs
Supplier | El [~ Primary C
Category | [=] | Addedby [~ Edited by
Fulfilment Ctr | EI ... the last product import
Selecta Product  Double-click an item to view that ane item. Clear Fitter | Show All | Adjust QOH
|
I
|
Description | |
Price |:| Reorder Pt. l:l Reorder Qty l:l |
aon [ JAcusviet [ Jemwet [ ]
[FE Drop Ship [ Discontinued
I
View These tems | Cancel |

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 thati t e md s
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 ass oheinfarmaionintist h a
section of the manual assumes that supplier information has already been imported into The Stone
Edge Order Manager during initial program setup.

=13
o]
—

TheAddbutton crebtaska ntami befitedinth créatea hew pradnctin The
Stone Edge Order Manager.

v E=R EeR =)

Save | gancell
|
|

Item

Adjust QOH

View Adjustments |
Purchase Order Status | |

Retail More [~ OnSale for # On Hand

View OTY Not Shipped & BO
Multi-Record & Price Editor
Global Editor

]

Category

Add Primary Supplier

e — T E—
L E— L E—
e L —

S —

Suppliers Credit Account | El
Pricing Email BCC [ |
Web & Custom Fields Slorage Loc [ |
Attributes & Options Description Fulfilment Ctr | =]
Notes ) ) ) Country of Orig | El
Alternate Barcodes & SKUs I rop-Shi r Dsmmlﬁm Selling by Lots: If this item consists of multiple units of a different SKU:
Kits [ lgnore GOR [ e Seral ¥ Single Unit SKU | | Browse |
Miscellaneous ™ Taxabie I to Layaways oy mtssku [
[~ Don't do fulfilment For POg, order:  { This SKU & Single-Unit SKU
[~ Not for sale (part) SKU Type: " Normal (" Parent (" Sub-SKU

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 mustnoti ncl ude quotes (i),
apostrophes (6), ¢ ommaKUsfare )mitea to @50 sharacies o leogths  ( ; ) .
however, there are many places in the program that can only display about 40 characters, so
think small!

Enter an ltem Name. Provide a brief description of the item.
Enter the Retail, Sale, or More, price levelsinformation.

Enter the # On Hand and Category

a > 0D

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. Sol d No tshoRsthe dumber 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 Ldt, ie., 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
guantity needed to complete a lot by default. To display the Lot SKU on purchase orders,
select This SKU.

Note:For more information about defiséetngi MgoupP s$uRp
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 uniqgue 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.
Duplicate Froduct —
Criginal 0001
Cookie Tin
New SKU 0001 |
MNew Name |Cnokie Tin |

W Duplicate Primary Supplier
W Duplicate All Suppliers
W Duplicate Option Lists
W Use SKU for Supplier SKU

Duplicate Cancel

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.

Editi The current item i s 0 tharecord&ae mbw be cliangdd. WHerfinifhede | ds i n
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 1 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 Kkits, 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.

=3| Edit Inventory Data

Inventory Editor WARNING: Changes entered here are saved immediately and Giobal Editor | Add Products | Filter |
cannot be un-done! — -

Fields to Show & Edit:

Standard Fields Boxes Custom Fields Web & Miscellaneous Fields Price Changes Select Al Clear All
v Local SKU I~ @oH [ Category [ Country of Origin [~ Pricing 1 [~ Pricing 6
pnemuame ...... ......... ..... I Reorder Point I Barcode IFSuppherlnru ................ I Pricing 2 I Pricing 7

[~ Published Wit. [~ Reorder Qty. [ lgnore QOH [ Pricing 3 [~ Pricing 8

[ Actual Weight [ Discontinued [~ Location [~ Pricing 4 [~ Pricing 9

[~ Drop-Ship [~ Taxable [ Fulfillment Ctr [~ Pricing 5 [ Pricing 10

Edit your data CAREFULLY in the spaces below. SKUs cannot be edited at this form.

SKU temName | Supplier Cost Supplier's SKU Reg. Price Margin | Primary Sup -
» |EEEE Cookie Tin (Default
Supplier)
00021 Peanut Brittle - | (Default
Small Supplier)
0002-2 Peanut Brittle - | (Default
Medium Supplier)
0002-3 Peanut Brittle - | (Default
Large Supplier)
0003 Killer Sauce (Default i
< [T C

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 youtoma ke gl obat e fiff &a o @ 0 a odngle field im allirecorda,
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 > ltem
> Global Editor.

= Global Editor (=]
Global Editor
Change this field: || El To:
¥ In all records
In records where: | EI | EI
and = | =
and i I | EI
Selected tems
SKU [ _temName [ Actual Weight| Attura Don't Upld Amazon Don't Uplo]  Availabilty | Barcode ~
p | 0OO1 Cookie Tin Mo No 450440
ooo02-1 Peanut Brittle - Mo No 070822000054
Small
ooo2-2 Peanut Brittle - Mo No 485340
Medium
oo02-3 Peanut Brittle - Mo No 041130210778
Large
<« [m »
Mulit-records & Price Editor Perform Edit

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.
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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.

Receive Invento_

0001

Cost per Unit 50.00

[~ Print Barcode Labels

oK | Cancel |

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
BarcodelLabelTemplate.

6. ClicktheOKbutton.The system adds the number ekidirgt you
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

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

Locate the desired product record.
Click the button labeled Barcodes.
Enter the number of labels to be printed for the item

ok~ e

Select a barcode format (report) from the list and click OK.
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Print Barcode Labels

Select a label template

Barcode Label 1 x 2

Barcode Label 1 x 3

Barcode Label Dymo 330 2 5-16 x 4
Barcode Label Sato CX200 1 x 2
USPS Barcode And Address
USPSBarcodeOnly Avery 5354

List incledes report formats with "barcede” in their nams
Number of label=s to print II'

oK | Cancel

Note: The name of the report (template) that is specified in system parameter
BarcodelLabelTemplate 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

it r an stbte LoteSKLO 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
displaysthe Tr ansf er I nventowpndow:o fALot o SKUs

Transfer Inventory to "Lot” SKUs

SKUs that are multiple unit "Lots” of other SKUs Sort By: SKU ¢+ MName

Lot SKU Name Q0H SingleUnit3KU

PepsiGpkcan Pepsi 6-pk cans

tem Mame of Single Unit SKU Selected SKU ¢+ Build ¢~ Break Down
i Numi f Lots to Mak
Pepsi12 oz can umber ot ois to Make Quantty | | [ AllPossible
Build Lots t Lots Where:
Single Unit SKU Starts with
GtyonHand [ 10|
ty on Han 10 Number of Lots to Break Down |:| Ends with
- Break Down Lotz Lot SKU Starts with
Max. Build )
Ends with
City on Hand iz less than or equals l:l
Build Specified Lots

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 it éwouldibbag of appl
assigned the Si ngeagppUri.to)SKU for A

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.

Transfer Inventory to “Lot” SKUs

SKlUs that are multiple unit "Lots” of other SKls Sort By: 3KU (& Name (&

Lot SKU Name QOH SingleUnitSKL
PepsiSpkcan Pepsi 6-pk cans 4

ttem Name of Single Unit SKU Selected SKU ¢~ Buid ¢ e
Pepsi 12 0z can Number of Lots to Make Quantity [~ All Possible
Build Lots Lots Where:
Single Unit SKU
tyonHand | &8 | Number of Lots to Break Down |:|
Max. Build II' Break Down Lots Lot SKU Starts w.rth pep
Ends with
Break Specified Lots

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 beginswi t h ASHO and the | otds QOH is I ess th
transfers the inventory to the Single Unit SKU.

4. Click Build Specified Lots.

Click Close to exit the Transfer Inventoryt o fiL ot windBWK Us
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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 components6SKUs. 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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Managing Inventory

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.

Assemblies
| would like to

¢ Buid Assemblies ¢ Break Assemblies (¥ IO

Aszembly SKU & List All ™ Just Azsembliss

Search
[~]

SKU to Add [=] Sear-:h| Copy from another SKU |

OtytoAdd w|[ 1 || Add | Dekte

| OnHand| QOH Ignored |

Parts in this Assembly

Part SKU | cuantity | ttem Name

.0

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.

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.

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.

Click Add.

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.

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.

Assemblies
Iwould ikete (& iBi "} Break Assemblies ¢~ Define Assemblies
Assembly SKU & List Al ¢ Just Assemblies Search I

Oty.thatcanbebuit [ | QuanttyonHand | |
™ Get cost fromparts (¥ Per Assembly  { Divide evenly  Addl Cost: labor, etc. |:|

Parts in this Assembly [~ PrintLabels  QtytoBuid ¥ A Build |

Q0H Ignored

Clear Pick List | Print Pick List |

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
guantity on hand of the assembly& 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
guantity 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.

Assemblies
1 would like to i {~ Define Assemblies
Assembly SKU  (F List Al " Just Aszemblies Search |
Quantity onHand | |
Parts in this Assembly [~ PrintLabels QtytoBreak w|[ 1 |4 BT |
Part SKU Quantity ltem Name On Hand Q0H Ignored Print

4 L 3

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:
Define Kits
Kit SKU Show Al % JustKis [MyKit [«] Search | Multi-Select ‘
tem Name  MyKit
SKUto Add 123456 [w| Search | aty j 1 j Add
Parts in this Kit S
| Part SKU | Quantiy | ftem Name | Inherit Kit Options |
P | 12345 1 canvas field hat
280416126838 1 PROPPER. KHAKI LIGHTWEIGHT TACTICAL PANTS cargo 5.11 5
clothes1 1 Women's T-ghirt D
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
ist andar do shareddbyamgnemnsber 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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Messages are displayed when a product is added to a Manual Order. Each product can have its own unique message andfor
a standard message. Standard messages are created here and assigned to products at the View Inventory screen, where
unigue product messages are also entered.

Create a New Message |

Edit an existing message:

Select a Message | El
Mes=sage Name | |

Message Text Save

_ e |
Delete

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: Viewandedity our st oreds standard mess afetestabgssagee|l ect i ng
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: flLevelsoare 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.
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Categories, Subcategories & Groups Save Void

Data entered here is only for upleading products to Froogle and Altura/Shop.com, and for use with the ECom Assembler. The
Categories shown here are NOT the same as the Inventory Categories used elsewhere in Stone Edge.

Categories J J J J Subcategories J J J J J _ _. J J J J

Services Cash Drawer
Software

Names & Descriptions  Product Assignments META Tags

Page Name |r.1etrulc|gic: 1202-g |

File Name  [Mefrologic1202-g.html |

Graphic | | Browse

[~ Don't Alphabetize

Description of this Group

2. Click the Add button under the Categories, Subcategories, or Groups heading. The system
displays the following dialog:

_
Enter new name ——— ﬁ

Enter name for new Categorny:
|I Cancel

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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Categories, Subcategories & Groups Alphabetize | Move Products Between Levels | Edit |

Data entered here is only for uploading products to Froogle and Altura/Shop.com, and for use with the ECom Assembler. The
Categories shown here are NOT the same as the Inventory Categories used elsewhere in Stone Edge.

Categories jﬂ@ Subcategories ﬂﬂ@ Groups jﬂ@

Services Cash Drawer
Software

Names & Descriptions Product Assignments META Tags

Show Product: (" Mames {+ SKUs

First Letter of Name Show All | Unassigned ftems |ﬂ

als|c|o|e|Fle|n] | s]x|fuw

nlo|rla|r|s|T|u|v]|w]|x]|¥]z]
Available Products Products Remove
SKU [aoH SKU ttem Name ﬂ
M7570N 0 I‘ & 2| Metrologic Barcede Scanner 1202-g ﬂ

MIT1843 0

"MSIMPRD 0

WyKit 0
Add >

4 1 3

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.

Select a product in the Available Products list and click the Add button, or simply double-
click the product.

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.

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:

Move Products Between Levels Cloze
Hardware Hardware
Services i
Software Categories Software

Barcode Scanner
Cash Drawer

Subcategories

Metrologic
Groups
Items in Selected Level | ShowSKUs [ FAemove | Move | [ltems in Selected Level | Femove |
SEU Itamnt arme -+ SEU |bemk arme: ﬂ
512020 Metlogic Barcode Scanner 1202-g W51 2020 tetiologic Barcode Scanner 1202-g
+ +

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 Al
sorts the list by ltem 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:

Enter Barcodes
To enter a barcode, select the item, then scan its code.
Sortby: % SKU ™ ltem Name Find: SKUs starting with | |
(v Ascending ¢ Descending Names starting with | |
SKU tem Name | Barcode -
L 100059 4 Piece Putty Knife Scraper Paint Remover Drywall Tool Set 070622000054
L |1e0107 50" Electrician’s Fish Tape E
| |1emz7 Gas Engine Compression Tester Kit
| |100244 Neiko 3-Piece Locking Welding Clamp Set
L | 10303003 Women's Air Max 350 (Black/Black/Silver)
| | 10803031 Women's Air Max 380 (Purple/White/Pink}
| |12345 canvas field hat 128280
| |123458 Scarf 43314758774445
| |123458x Pool Table
| |12345a canvas field hat
12365 Wool Hat 440069240441

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.

Select an item by clicking its row.
4. Scan the barcode.

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, includingc hangi ng the it enmnmlleSupefl aelcad alsolBgaetas tber .
Local SKU for the item(s). Before any changes can be made, a list of items must be created.
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1. Navigate to Main Menu > Settings Inventory and Suppliers> Change Suppliers. The

o g M~ w

system displays the Change Suppliers window:

Ajax Orders LV;O!IJ Sms&«u] Innl £t l
Data Functoss
Systeen Fonctons S rr _Goorint | powe |
Ovder Fenctions Selecs SXUs thet v] Locet SKU [Suppiers Sxu Unt Cost
Shippéng Functions Bk Ust
Select $XUs 1o Modety Search Add to kst
SKUs ofl1|2]s|als|sl7]s]e]stowns
alejclolelrfofulilalxlilu
wlolelalrsfvlulv|w|[x|v]z
 Add Suppler (- Change Suppler [ Set as Primary Suppler
From 3] A8 Suppiers SKUS
To :.]
For use 35 Suppler's SXU  ( Use suppler's own SXU
Guoengocusx‘d
€ For Selected tem
A O - P " For Entre Lt
' il .
Update List Nake Crange:
Main  Settings  Info Melp = <

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.
Select the Change Supplier radio button.
Select the existing supplier in the From: drop-down list.

Select the new supplier from the To: drop-down list.

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.

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.

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 S e t

Supplierods

SKU=Local SKU button, which setsthe Su p p | i e refumal tohe Walue 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.

Select Add Supplier. The system changes the From and To drop-down lists to a single Add:
drop-down list.

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.

Select a supplier name to add to the selected items from the Add: drop-down list, or enter the
new supplierds name in the field.

To make the new supplier the primary supplier for the item(s) as well, select the Set as
Primary Supplier check box.

Click the Make Changes button.
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 Supplier& SKU=Local
SKU button, which sets the value in the Supplier& 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 Manager6 s dat a,
including any existing orders for the original SKU.

Note: Stone Edge Technologies, Inc. strongly recommends backing up The Stone Edge
Order Managerd slata 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:

H.nn Menu o

Ajax Orders Logott | sweenseores | Tasss | & |
Data Functions { ' i |
Change SKUs
System Functions 9 3 ﬂ' ﬁj
Ordes Functions Change SKUs that (3 Seginwith (™ End with XU New SKU
Shipping Functions =
°
Inventoly Functions -
Assemblies ——-—JM £
Bl Sub-~SKUs Select SKU 1o Mogity Search | A0 to kst

Change SKUs
Chusge Supplers
Eraer Barcodes
Fill Backorders
ot ESror

inzialize FIFO Data

Kins

Levels

Multi-Record & Price Editor
Scan Non-PO ems
Standard Messapes
Transfes inventory.

sus 0| a]2fs|as]e|7] ]| snowan
Report Fanctions | afelclofelrfculi]sIx]cln
X O i ? Nlolrlalrls|Tlu]v]|w]x]¥]|z

Main Settings Info  Help |

Testskus | | ake Changes |

2. Atthis 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 (ACMEOO01 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.
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 ltems

I f you sell products that are available with differer
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. Goto Quick Click> System Parameters. In Parameter Group, select Order Options. Select
the parameter, BuildSubSKUs and set it to TRUE. Click Save.

a) Iftheoptions dondét have a fAcode delimiter, o (i.c¢e.
AddToSubSKUIfNoCodeDelimiter to TRUE.
b) Click Save.
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2. Navigate to Main Menu > Settings > Inventor

Main Menu

Ajax Orders

Data Functions
System Functions
Order Functions
Shipping Functions
Inventoly Functions
Assemblies
Busla Sub~SxXUs
Change SKUs
Chunge Supplers
Enter Barcodes
Fill Sackorders
Covad Ednor
snsialize FIFO Data
Kns
Levels
Multi-Record & Price Editor
Scan Non-PO ems
Standard Messapes
Transfes Inventory

Repoet Fanctions

o [ 0 K

Main  Settings  Info  Help

Change SKUs
Change SKUs that & Seginwith (™ End with
T [
e

Select SKU 10 Mogity Search I Add 1o kst

Csws o a2 3] a]s]6] 7] 8] 5] showan
alelclolelrlcIul i [sIx]c]lnm
vlolelalr|s|r]u]v|w]lx]|¥|z
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Functions > Build Sub-SKUs.

.

Logort | saensores | Tasss | & |

XU

e |

Testsxus | pake Changes |

3. Select whether you would like to Delete any un-needed Sub-S K U 6(FBhis 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
APar ent . G&lat@roption allows the flexibility to define which items will be tracked by

their options.

5. Click the Build Sub-S K U dGwton. 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.

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:

109 0ff | Syiech stores | Tashs |

Data Functions
Inventory Scanner

System Functions s . 2
Barcode Scamned Rems Cancel Entire Ust I Cancel Last Scanned fem |
Order Functions 9‘ L -
L]
Shipping Functions P S& ° ‘
anned SKUs
Inventory Functions
Scanmed items
Assemblies
Scan iems that have deen
Buila Sub-SKUs received
Change SKUs It & Darcode 1t missing o
Change Suppliers cannot de scanned, type
he barcode or SKU in the
Ensec Earcodes Appropriate field above
Fill Sackorders
For moce than one of the
Globat Editor SAre itam, axher scan it
2 muitipie times, or scan it
lexiaze FIFO Data ente a0d enter the Correct
Kas quantity in the list
Levels Click the [Save) duttea 1o
- 3049 the scanned items to
Multi-Record & Price Lace YOUr inventory.
Scan Non-PO ems
Click [Canced Entire List)
Standard Nessages BEFORE clicking {Save) 1o

Transfer kvensory :;‘"7‘:; :’J*GLJ!C ]

Report Functions

o [ 0H B

Main  Semtings Info  Help

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 inthest or e6s i nventory.
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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

fi t e mpthad darebe 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:

Export Inventory Delete Current Template | Save Template | Filter |

Custom Exports

Load Export Template |Test Export Inventory Template El Show fields: & 1-20  21-40 Clear All | Custom Columns |
File Type (delimiter) {* Comma (csv) (" Tab [ Include Field Names Include: [ Discontinued tems ¥ Out-of-Stock tems
Field to Export Field Label Field to Export Field Label

Fieid 1 [0 [=]| | Field 11 | [=l] |
Field 2 [temName (=l | Fied 12 | [=l| |
Field 3 [Price [=]| | Field 13 | [=l| |
Field 4 | (=] | Field 14 | [=]| |
Field 5 | [=l| | Fied 15 | [=l| |
Field 6 | [=]| | Field 16 | [=l| |
Field 7 | (=l | Field 17 | [=l| |
Field 8 | [=]| | Fied 18 | [=l| |
Field 9 | [=]| | Field 13 | [=l| |
Field 10 | [=l| | Fied 20 | [=l| |
Sample Data

SKU | temiame | Price | Primary Supplier -

4 Piece Putty | 512.99 [
Knife Scraper [
Paint Remowver D
Drywall Tool

" |100107 s0° 59.99
Electrician's
Fish Tape O

=

Export

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:

M If the first row in the data file should contain the field names, select the Include Field
Names check box.

1 To include discontinued items, select the Discontinued Iltems check box.
1 To include out-of-stock items, select the Out-of-Stock ltems 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. IfInclude 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 c a | Package Weighto ,

Managing Inventory

s e | AetaalWetght dield,

t hen PRagkpge Waightdo (without the quotes) into the
6. Click the Custom Column button for directions on adding a custom column of data to the
exported file:
- Select 'Add Custom Column' From the drop-down lisk
- For a blank (empty) colurmn, just enter a label far the column under Field Label
- To insett the same text on every row in the column:
Under Field Label, enter a column label, then a comma, then the text
Example: This is the Label, This is the Texk
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 ftemplates avhich 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.
Export Inventory Delete Current Template | Sawve Template | Eilter |
Custom Exports
Load Export Template | [=] Show fields: & 1-20 ¢ 21-40 Clear All | Custom Columns |
File Type (delimiter) i* Comma (csv) « Tab [+ Include Field Names Include: [ Discontinued kems [v Cut-of-Stock tems
Field to Export Field Label Field to Export Field Label
Field 1 Field 11 | L=l |
Field 2 |Description =] | Field 12 | =] |
Field 3 [ActualWeight =] | Field 13 | =] |
Field 4 [Category =] | Field 14 | =] |
Field 5 |Price =] | Field 15 | =] |
Field 6 [temName =1l | Fiel 18 | =l[ |
Field 7 | [=lI[ | Field 17 | =l |
Field 8 | =] | Field 18 | =] |
Field8 | =] | Field 19 | =] |
Field 10 | =] | Field 20 | =] |
Sample Data
SKU | Description |AcluaIW'eight| Category | Price kemMame | Primary Supplier -
o 51299 4 Eiece Putty
Paint Remouer
Drywall Tool Set
T 100107 o 59.99 EU Electrician’s
Fish Tape
Export
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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Enter New Format Mame &

Enter name for new export format:
Cancel

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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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 directlytot he mer chant 6s
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
tot he mer c hdefined&rigerigy ar 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

fiSuppl i er so ar goutplrehase poodusts foriresade to customers. Regular suppliers ship
the items to the merchant who in turn ships them to the customer. Drop-Ship suppliers send products
directlytot h e me r custamers ratker 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.

Suppliers == [g]
Sleepy Hollow Industries | Aw Edt | Delete | [Einsel
LET List Search
Company Information N
T View POs | Viewltems | Reports | Sleepy Hollow Industries |
Email Supplier Supplier Name
QuickBooks Account
View Website
Address Line 1900 Hollow Road
Address Line 2 |
Supplier Data cty, State, Zp  [Sleepy Hollow [ MA ] 01234

Open POs Country |

Last PO Sent Suppier Code  |abcd

tems Assigned Phone [888-555-4444

AsPrimary [ 29 TolFreeLine  [888-555-4444
Fax [888-555-4445

Wain Contact |Head|ess Horseman

Phone or Ext. |>‘i“23

N |

Main Email |hh@hol|owroadhnlerprises.com
Website URL | ]
Sales Rep [ |
Purchase Order Settings Rep'sProne | |
Notes Rep's Email | |
Custom Fields Account D [12333333 |
QB Account |(Defau|t Supplier) |
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2. Click the Add button.

Suppliers EI
Save Cancel
Menu List Search
Company Information || |
Ernai Suppi View POs View ltems
et 1 e Supplier Name
QuickBooks Account
View Website
Address Line 1 |
Address Line 2 |
Supplier Data cry, state,7p | I I

weoros [ comy
ey E——

|

|

|
asprmary [ | TolFree Line |
Fax |
|

|

|

Main Contact

Phone or Ext.

N | o

Main Email

Website URL

[ |

Sales Rep [ |

Purchase Order Settings Rep's Phone | |

Notes Rep'sEmail | |

Custom Fields Account ID [ |

') QB Account [ |
Settings

3. Fillin 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. Ther e idoBdob@dtubon, so be careful when de
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.

Tohavethec omput er dial the supplierbés telephone numbe

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 Edgeb 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.

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 company décanbeebsi t e
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.

Purchase Order Settings
Options below configure how the Order Manager delivers standard and drop-ship purchase orders.
Standard Purchase Orders:
Order Method Report/Email Templates
" Print for Mailing Mail [ [=]
™ Print for Faxing Fax [ [=]
" Fax Automatically Auto Fax | [=]
™ Email Automatically Email [ [=]
Drop-5hip Purchase Orders:
Order Method Report/Email Templates
* Mo Drop-Shipping
" Print for Mailing Mail [ [=]
" Print for Faxing Fax | El
" Fax Automatically Auto Fax | [=]
™ Text File Export TextFile | [=]
" Email Automatically Email [ [=]
[ Attach Text File Export File | |
Additional Options:
Terms [ [+] EmaiBCC Address [ |
Minimum Order Amount | | Defautt Shipping Method | |
Free Freight Level |:| Currency Type [ [=]

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 7 Use this option to manually print regular purchase orders or drop-ship
purchase orders. A hard-copy is printed for mailing.

Print for Faxing i Use this option to manually print regular purchase orders or drop-ship
purchase orders. A hard-copy is printed for faxing.

Fax Automatically i The Stone Edge Order Manager is capable of sending purchase orders and

drop-ship purchase orders via fax automatically using Windows Fax. See Mi crosoft Wi ndow
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 7 Use this option to send an email automatically. Also refer to Setting up a
Supplier to Email Orders Automatically below.

Text file export 1 (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 templateaccor di ng t o requiccementsuppl i er 6s

Attach Text File T (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 1 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 programds def aapenthe Suppligr wiadovwe Pusckaset Orderdsttings tab

and choose the custom template from the drop-down boxfort hat suppl i er &se Or der Me
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
ftermsofor purchase orders created by The Stone Edge Order Manager for the selected supplier.

Terms i 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 i 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 i This field tells The Stone Edge Order Manager the level at which the
supplier provides free freight for purchase orders.

Email BCC Address 1 Enter an email address to receive a copy of all purchase orders emailed
to the supplier.

Default Shipping Method i Enter the default shipping method for orders coming from this
supplier.
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Currency Type i 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.

Click the Edit button.
Select the Purchase Order Settings tab.
Select Print for Mailing as the Order Method.

o g M w

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 i Standard for regular purchase orders, and Drop Ship i 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 possibletoe di t t he report templ a
Setup information to direct the output to a specific printer Ref er t o Mi crosoft Ac
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.

Click the Edit button.
4. Select the Purchase Order Settings tab.

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 i Standard template and the Fax Automatically method
uses the PO i Auto Fax template. Drop-ship purchase orders Print for Faxing method
uses the Drop Ship 1 Manual Fax template and the Fax Automatically method uses
the Drop Ship i 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.

Click the Edit button.
Select the Purchase Order Settings tab.

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 i Email or Drop Ship i Email.

7. If sending a text file by email (drop-s hi p P O&s o nAtiagh,TexsRelé bexcte have h e
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.

Dorfman Pacific B a0 | gon | peiete | giome |
B | [Vicvi Oitgoing Emai v [commes | o] s | ] s s | e | e
Ruichase °'°f' Options 7107572005 Email Sent

Custom Fields

Notes for Supplier: Dorfman Pacific

tmas Sent :-:l

2
Entered 9-0ct-2009 Jaamm Foaowsp
s Shend Jorna =l Assigned To =l
Event When Due
Priarity Completed
Keywords Type Suppler |

Record: 14 c|[_3 >oilse]of 462

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.

Click the Edit button.
4. Select the Notes tab.

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.

~

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 Iltems
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 pTtheduct s
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:
i Quantity on Hand

i Quantity needed for any un-filled orders
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i Quantity already ordered from your suppliers, but not yet received

1 Minimum order quantity and other purchasing rules
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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 If Qty on Hand + Qty on Order i Qty Needed | The tem tab of the Inventory
Quantity for un-filled orders is less than or equal to its | screen displays # On Hand
Reorder Point, order the greater of (Qty and Reorder Pt and Reorder
Needed i Qty on Hand i Qty on Order) or Qty. fields.
the Reorder Qty.
Target If the Quantity on Hand + Quantity on Order 1 | The Item tab of the Inventory
Quantity Quantity Needed for un-filled orders is less screen displays # On Hand
than the Target Quantity, order enough to get | and Target Qty. fields.
back to the Target Quantity.
Delayed Wait until the Quantity on Hand + Quantity on | The Item tab of the Inventory
Target Order i Quantity Needed for un-filled orders | screen displays # On Hand
is less than or equal to the Reorder Point, and Target Qty. and Reorder
then order enough to get back to the Target Point fields.
Quantity.

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.

B Purchase Orders

Choose from the menu at left or:

s

Additional Functions
£ wacking pumters for Drag-Shp purchage ardery

208 FIUACIZCY 29NN DUrCh I G
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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.

Menu
Find & Selecta PO How would you like to create your PO? Sort by Show Details sm,,posl Delete
View Selected PO & Amomm"_' Qty. to Order [ Local SKU | Supplier's SKU | ttem Name [ onH
 Wanually by item > & 12345 12345 canvas field hat

Inventory Status
Create New PO
View QTY Not Shipped & BO

" Manually from list

1 dummiesbook] [ dummiesbook! | dummies book
Choose

5 new sku new sku new sku

Search for 5
L i All SKUs
Add New SKU Refils

View Selected SKU Details

Supplier |

Limitto SKUs that startwieh: [ |
Include backorders from last days

Drop-Ship Tracking

Receive Inventory
DoteExpecies [ |

Invoices

4 n

3
o
Start Over Ve ]
(Primary Suppliers onty) Add to order SHar e e A

9. ltis 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:

Find & Select a PO How would you like to create your PO? Show Details | Show POs

Wenu

i+ Automatical
View Selected PO i o
™ Manually by item [ ab rocket
Inventory Status P Instructions
M from list
Create New PO anualy from C t:
View OTY Not Shipped & B0 Chaose Buyer Sl [ow[Terms | =
= L Selected Supplier Subtotal $0.00 |Min. Urder| |Free Freight Lvl
Seorch for Sk All SKUs e S &H Fees hipping Meth. | _
Add New SKU Refills Other Fees Detailg
View Selected SKU Details Discounts Dietails
Supplier | =] | et $0.00 | Date Due | [cancelby |

Limito SKUs thatstartwith: [ | | [~ DONOTADDTOQOH
Include backorders fromlast | 30 | days Notes

Ship  Company
order  Addressi

o address2
this

dd
B0UTESE ciate ZipCode

Drop-Ship Tracking

Receive Inventory
: et Bxpecied [ |
dueees Record: [14] <[ 1 [» (0] ¥] of 1
i
Start Ove iew “res
(Primary Suppliers only) BECGLEGETG Ty t e e

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 isbelowitss uppl i er 6 s mi ni mun
guantity 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.

The Stone Edge Order ManagerUs er 6 s Gui de 133



Managing Suppliers and Purchase Orders

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.

Menu "
Find & Select a PO How would you like to create your PO? Sort by I Show Detais  Show POs | Delete
View Selected PO £ Automaticaly Qty. to Order | Local SKU_ [ Supplier's SKU | ttem Name [onH

% Manualy by item ) 1100058 1000582 4 Piece Putty Knife
i Manually from list Scraper Paint Remover

Inventory Status
Create New PO

Local SKU [100058 =]
ttem Name |4 Piece Putty Knife Scraper Paint Re[ |

Quantity 1|+

#inthiesky [ | Cost

Supplier Info & Purchasing Rules
Supplier  [ab rocket =]
SKU | 100059z |

oniand
On Order II'

Lotsku | ]
Lotunit | | #perLot | |
#oflots | | costiiot | ]

ReorderPoint | @ | ReorderQty. [ 0 |
Drop-Ship Tracking For Order # :

Receive Inventory

= Date Expected
invoices weced [ ]

v
o
Add to order Start Over Preview Create

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.

Select ltems to Add
SKU Begine I | Supplier [ [=]
SKU Includes | | Suppliers: (¥ Primary Only Al
Name Begins | | [¥ Store Cost & Supplier SKU changes
Name Includes | |
Sort By [5KU Eﬂﬂ Show All
SKU | Supplier tem Name On Hand | On Order | Min. Qty | Unit Cost | #to Order | «
L 100059 (Default Supplier) 4 Piece Putty Knife Scraper 30 5599 0 |_|
| [100058 1 Global Digital Distribution| 4 Piece Putty Knife Scraper 30 5599 0
| [100058 ab rocket 4 Piece Putty Knife Scraper 30 $5.99 0
| [100107 (Default Supplier) 50° Electrician’s Fish Tape 16 0
| [100107 1 Global Digital Distribution| 50" Electrician's Fish Tape 16 0
| [fooq07 ab rocket 50° Electrician’s Fish Tape 16 $5.99 0
L [fooq27 (Default Supplier) Gas Engine Compression Te, 0 0
L [fooq27 1 Global Digital Distribution| Gas Enging Compression Te 0 0
|| 1emaT ab rocket Gas Engine Compression Te 0 0
|| 100244 1 Global Digital Distribution| Neiko 3-Piece Locking Weldi 0 0
|| 100244 200 and H Neiko 3-Piece Locking Weldil o 0
|| 100244 ab rocket Neiko 3-Piece Locking Weldil o 0
|| 10208003 (Default Supplier) Women's Air Max 350 (Blach o 0
|| 10203031 (Default Supplier) Women's Air Max 350 (Purpl o 0
|| 123456 ab rocket Scarf 9 0
123455 (Default Supplier) Scarf 9 1 1 $6.00 o
4| n F
oK ‘ Cancel |
If there are inventory items which are purchased fromas up p | i er tharsthose purdhasingd ,

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.

Conf i

gur e

t he

Supp!l foearL@BemPur chasi ng

1. Goto 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.

Supplier's SKU
Unit Cost

# On Order
Supplier Barcode

COrder this item by
" the Piece
{+ the Lot

[ovzos

£10.00

Suppliers Purchasing Rules

{~ the Piece in Fixed Lots

Minimum Crder Quantity ¢ Pieces (v Lots

Purchasing in Quantity Lots

Pieces per Lot
Cost per Lot
Supplier's Lot SKU | |
Lot Barcode | |
Lot Name [cases [=]

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 tby the Lot.0

Suppliers for this SKU Add | | Delete |

Supplier Name |
» | BERE |

Supplier's SKU [owvzos |
Unit Cost 510.00

Supplier Barcode | |

Supplier's Purchasing Rules
Order this item by

i~ the Piece

" the Lot

¥ the Piece in Fixed Lots

Minimum Order Quantity {* Pieces (= Lots
Purchasing in Quantity Lots

Pieces per Lot

Cost per Lot £120.00

Suppliers Lot SKU [OVZ0BCase |
Lot Barcode |
Lot Name |Cﬁ SES El

W Primary Supplier

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
or der ed Piack in fixedi_ets. 0

4, EntertheSuppl i er 6 s Pur o bpacHy hawgitenisare puschased from the

supplier.
a. Choose by the Piece (default setting), by the Lot, or by the Piece in fixed Lots (the
latteri s not typical). The difference between p
fi xed | othesmerchard, orlthe vendor, wants the line item to display on the

purchase order i 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. Inthe 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 lotitems have beendefinedand t he suppl i er liage bgengetcpurahase ordersr ul e s
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.

=4 =8 =8 -8-4_-4-9

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:
1 POs may need to be changed between the time they are placed and the time they are received.

9 After a purchase order is placed, you may find that the costs are different from what was
expected.

I The actual products and quantities that are received may differ from what was ordered.
1 Invoices may include all or portions of multiple POs.

To accommodate issues like these, The Stone Edge Order Managerusest he concept of @Al oos
connecteddata.d0 For each p TheStore Edge @rdedManager stores what was

originally ordered, what is currently expected (if not already received), what is received and what has

been invoiced. Each stage is filoosely connectedo to t
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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Managing Suppliers and Purchase Orders

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.

Find a Purchase Order Sortby: [PONumber =] Delete PO | View PO |
Status [mny [=] Supplier | Po# | DS | PODate | DateCloser »
Type |Any El L test supllier 1001 18-Dec-2007
(Default Supplier) 1002 18-Dec-2007
From Thru | |Dorfman Pacific 1003 3-Mar-2008 13-0ct-200
PO # | || | Dorfman Pacific 1004 8-Mar-2003 13-0ct-200
For Order £ | ” | Derfman Pacific 1005 5-Mar-2008 13-0ct-200 1
|| Derfman Pacific 1008 §-Mar-2008 13-0ct-200|=
Dates. From Thru | |Dorfman PﬂC?ﬁC 1007 §-Mar-2008 13-0ct-200
Created | ” | || Derfman Pacific 1008 12-Mar-2008 18-Jan-200
(Default Supplier) 1009 |:| 24-Nov-2003 24-Now-200
Expected | | | | (efaut Supplier) 9010) [] | 13-Sep-2008 | 14-Sep-200
Closed | Il | | |test suptier 1011 [O] | 14-Sep2008 | 13-Oct-200
Created in Last I:l Days || (Default Supplier) 1012 [O] | 22-sep-2008
(Default Supplier) 1013 |:| 2-0ct-2009
Supplier | E' | |Dorfman Pacific 1015 [0 2-0ct-2009 17-0ct-200
(Default Supplier) 1016 13-Oct-200%
Local SKU | [+] — ,
|| (Default Supplier) 1017 13-0ct-2009
Search SKUs | | | (Default Supplier) 1018 13-0ct-2009
SKU Begins With | | || Defautt Supplier) 1019 13-0ct-2009
Darfman Pacific 1020 I:‘ 13-0ct-2008 4-Feb-2011
SKU Includes [ | — :
(Default Supplier) 1021 |:| 13-Oct-2009
Name Begins With | | | Defaut Supplier) j022] [] | 13-Octz2009
Name Includes [ | [ |test suptier 1023 [] | 13-0ct-2008 | 27-May-201
| |Dorfman Pacific 1024 [O] 13-0ct-2009
Begin Search (Default Supplier) 1025 |:| 13-Oct-2009
| |test suplier 1026 |:| 13-0ct-2009
Clear Search Form || Dorfman Pacific 1027 [0 13-Oct-2009 13-0ct-200
1 Global Digital Distribution 1028 28-0ct-2009 il
4 e l;‘l‘[”h i o = oo 3
Dwouble-click any purchase order to view its details D¥S=Dwrop-Ship

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 order6

s or i gi naill odcekteathél pscchasesarder has been

added to a Purchase Order Invoice, however, Ex pect edRecamd efll 0 ifontheor mat i on
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 ltems.

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: Line rternsl Expected ” Received Invoiced | Re-Send | Print | Close PO |

Sort by: ( Local SKU  Supplier's SKU ¢ hem # Print Labels | Split | Add | Edit | Cancel |
LocalSKU | Suppliers SKU | ttem Name tem # Date | Qty | Lot | #Perlot| cCost |
12349 12345 canvas field hat 1| 17-0ct-2009 1/ Pieces 1 55.00
dp12345 Wool Hat 2 17-0ct-2009 1 Pieces 1 58.00

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.

Menu

Find & Selecta PO Edit
View Selected PO

View PO kems
View PO Info
View PO Ciinbined tems

Comments (print on PO} MNotes (for internal use only) Instructions
Buyer sj Terms | [=] I po HOT ADD TO QOH
Subtotal $1,200.00
5 &H Fees l:l Supplier |(Defautt Supplier) [=]
Shipping Method | [~ Account D \ 12333333 |
Shipping to: Terms ‘ |
Company L
Address1 Minimum Order :l
Address2 FreeFreigntlevel ||
City Main Contact [ |
State [ Zip code | Phone ‘ |
Inventory Status Other Fees L 1 Email [ |
Create New PO Details | | sales Rep [ |
Drop-Ship Tracking Discounts l:l Phone ‘ |
Details [ | Email [ |

Receive Inventory

Invoices Total $1.200.00 @l View | Email |

Date Due

Cancel by

il

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
LocalSKUorSuppl i erbs SKU

The Stone Edge Order ManagerUs er 6 s Gui de 140



Managing Suppliers and Purchase Orders

Expected tems for Selected Purchase Orders Show Details I Summarize Sortby: (" Local SKU ¥ Supplier's SKU
Local SKU Supplier's SKU ltem Name: Total Quantity | Expected Unit Cost | Supplier -
p 12345 12345 canvas field hat 1 $5.00 Dorfman Pacific
] 123456 123456 new item 2 5200.00 | (Default Supplier)
T bed1 bed1 Sofa Bed 13 5500.00 | (Default Supplier)
| bedz bed2 Stylish Bed 13 5400.00 | (Default Supplier) 3
T bed3 bed3 Federation Bed 13 2100.00 | (Default Supplier)
" | beas beds Sleigh Bed 5 50.00 | (Defaul Supplier}
" |beds beds Chrome Bed 10 $0.00 | (Defaul Supplier)
" |beds beds Kid's Bed 7 $0.00 | (Defaul Supplier)
T BINARYSHIRT-| BINARYSHIRT- | Binary People 5 £0.00 | (Defaul Supplier)
| |BL B-L
BINARYSHIRT-| BINARYSHIRT- | Binary People 4 20.00 | (Defaul Supplier)
LEE M-G
box1 box1 Standard box 3 50.00 | test suplier
| chairs chaird Elegant Chair 3 $0.00 | (Default Supplier)
] clothes2 clothes2 Men's t-shirt 3 50.00  (Default Supplier)
" |appie dp12345 Virtual Apple Set 1 $8.00 | Dorfman Pacific
T 03785 dp12345 ‘Wool Hat 1 £2.00 Dorfman Pacific
T 1001 fx1001 test item 3 $0.00  (Defaul Supplier) e

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, Supplierds SKU, Item Name, Suppl
You can also make changes to selected inventory records by selecting it in the list and clicking the
Edit SKU button.
" All Suppliers [ Show Qty Backordered (only past 1 year, may take a long timel}
= Selected Supplier [B [=]
= Al tems
" Ator below Reorder Point Show net sales for (Order Date): | | thru | |
{~ Reorder Point not set [ Include Drop-Shipped tems
[ Include Discontinued kems
Sorthy: % LocalSKU ¢ Suppliers SKU ¢~ temName { Supplier ¢ QOH ¢~ Category Edit SKU
Local SKU Supplier SKU tem Mame On Hand | On Crder | Reorder Pt | Reorder Qty | Cost | Sup
p [ M51202g WM51202g Metrologic Barcode 10 38999 |Apex Manuf
L Scanner 1202-g
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The Create New PO tab provides three different methods for creating purchase orders: automatically,

manually by item or manually from a list of products.

How would you like to create your PO? Sortby [Local SKU

[=]

I Show Details  Show POs | Delete |

& Automatically

Local SKU
¢ Manually by item

{~ Manually from list

Choose
Al SKUs
Refills

Supplier |

From

Selected Supplier

[-]
Limit to SKUs that start with: [ |

Dot Expoctes [ |

4 L]

Suppliers SKU

on

(Primary Suppliers only) Add to order

View QTY Not Shipped & BO

Select a supplier and an item and this link shows the quantity needed for a given time period, the
guantity 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.

Menu

Find & Select a PO How would you like to create your PO?

A icalh

Sortby |Local SKU ]

I Show Details  Show POs | Delete

View Selected PO
Inventory Status
Create New PO

i+ Manually by item
" Manually from list

Local SKU [100059 [=]
temName [4 Piece Putty Knife Scraper Paint Re |
Quantty | 1 | 4|4

(U Details

ViewBackordersDays.)

Do you want to see those orders now?

Qty. to Order

Quantity Shipped with no Actual Ship Date for the selected SKU = 10

Quantity Needed for orders placed in the last 90 days =
(To change the number of days, use the system parameter

Local SKU Supplier's SKU Oon

0

Drop-Ship Tracking
Receive Inventory
Invoices

'
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.
Search Inventory

Standard Fields Custom Figlds

Starts With Includes
SKU [l || | | © instock ¢ OutofStock & Al | SKU types: [# Al
Mame | || | {* Current {~ Discontinued ¢~ All ™ MNormal
Description | || | " Regular tems (™ Boxes o Al [~ Parent SKUs
Supplier SKU | || | | # Regular tems ¢~ "Do Mot Sel” ¢~ Al [ Sub-SKUs
Supplier | El I~ Primary Only
Category [ [«] | T Addedby [~ Edited by [~ Subscription
Fulfillment Ctr | EI ... the last product import

Clear Fiter | Show All | Adiust QoH

Select a Product

Description |

|
Price l:l Reorder Pt. |:| Reorder Oty l:l
QoH [ |acwalwgt [ |Pubwgt [ |

[E Drop Ship [ Discontinued

0K - Use Selected tem LCancel

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.

e l:’mm";t__ How would you like to create your PO7?
™ Automatically
Local SKU [MyNewSKU | -
Product Name  [MyMNewSKU ] = Manually by tem
| . | ™ Manually from list
Product Information Custom Fields ~ Web & Export Fields
Description Local SKU |[MyHNewSKU =1
tem Mame |[MyNew SKU =1
Storage Location
Category = Cruantity llil
Price $1.00 Single Unit SKU [ |
wnoesoe #intiesku [ ] comt
At Cost
Barcode Supplier Info & Purchasing Rules
Published Weight Supplier [(Default Suppliery [=1
Actual Weight I~ Drop Ship S | Myhleww S |
Quantity On Hand [ lgnore Quantity On Hand onHana [ 8 |
Reorder Foint [ I~ Taxable onorger [ @8 |
Reorder Quantty | | A | 1
Selling by Lots: If item consists of multiple units of a different SKU: Lot Unit |
Single Unit SKU [ searcn | #inthissku [ | # of Lots I:I
Email BEC | | Reorder Point [ |
Supplier [Defautt Suppiier) =1 For Order # I:I
Suppliers SKU [MyNewsKU | Date Expected | |
unitcost | .50 | QuantityOnoOrder | |

View Selected SKU Details

This link opens the selected item in the Inventory screen.
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[MyNewSKU
Local SKU

[MyNewSKU
Item Name

Your 51.00 | |

More [ OnSale for

# 0n Hand

Image |

Here

Primary Supplier |(Default Supplier)

Suppliers SKU [MyNewSKU

| Unitcost 5050 |

Reorder Pt
Published Wt
Sold Not Rec'd
Barcode

] T,

Suppliers Credit Account

Pricing

\
Email BCC [
Web & Custom Fields Storage Loc [

Description

Attributes & Options Fulfilment Ctr [

Notes Country of Orig |

L L

™ Drop-Ship
I lgnore QOH

I~ Disconti
[~ Use Serial #s

Alternate Barcodes & SKUs

Selling by Lots: If this item consists of multiple units of a different SKU:

Kits Single Unit SKU |

I Taxable [~ No Layaways

| Browse |

Miscellaneous

avnmesw
For POs, order:
SKU Type:

I~ Dontt do fulfilment
[ Mot for sale (part}

™ This SKU & Single-Unit SKU
& Normal  {¥ Parent & Sub-SKU

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.

Filter Data

Fill in data below, then click Post Data. Scroll to the right to see more fields.

PO Number [ ordertiumber [ ] suppler Ciar st |
(Open Drop-Ship orders)
Update Data
Tracking Number DateShipped [ | Update Al |
Restart | View Order | Split Post Data

Supplier Local SKU

4 LI

Date Shipped Unit Cost

Import Tracking Data

Receive Inventory Tab

The Receive Inventory tab includes a link to Receive Against a Purchase Order. It opens the Select

Purchase Orderss cr een where you can select one or mor e
the database.
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| Select Purchase Orders

PO Number | 1015
Supplier [(Defautt Supplier)

Open PO=s for Selected Supplier
PO # Recemne

> 1012
1013
1021
1022
1025
1031
1035

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.

Purchase Order i

Are there any additional tems to add (view list below )7 & No (“ves

i:z:::‘s v, % l:l EI Show: & SKUs in selected POs ¢ All of this supplier's SKUs
Invoice Date 1 Suppliers SKU [ =]
Date Received I:l Supplier's Lot SKU [ =]
Date Due |:| Local SKU [ =]
Terms | EI Assign any new Expected records to: PO l:lzl ¥ anew PO
Product Subtotal I:l [¥ Confirm tems if not in selected POs?
Freight ] Enter Quantty ¢ Lot (& Piece Cuantty | |Unicost [ |
AdditionalFees [ | Apply |

Explanation | | SotBy [ [+]  Cancel | Select All | Clear Al | Spiit |
Less Discounts I:' Local SKU | Expected S | Actual$

Explanation | |

Show: " AllPOs (" Standard " Drop-Ship

Select All |
Clear Al |

Check the §
field for POs
billed in this

invoice.

Notes Invoice Total

Alocated Amt.

Remaining Amt.

Post Data | Restart Close

How t o é

Revise a Purchase Order
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Complete the following steps to find and revise a PO:

1.
2.
3.

Go to Main Menu > Manage My Inventory > Manage My Purchase Orders > Find a PO.

Enter filtering criteria in the fields on the left to limit the list of purchase orders displayed.

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.

Select the row of a PO in the list and click the View PO button. Refer to the previous image.

View: Line tems Expected | Received | Invoiced | Re-Send | Print | Close PO |
Sort by: & Local SKU ¢ Suppliers SKU ¢ tem# « Order# Print Labels Add | Edit | Cancel |
L Local SKU | Supplier's SKU | lterm Mame: Qty. | Lot Type | # per Lot | Exp. Cost | Order # | Motes
[ J|=cfabed! bed1 Sofa Bed 10| pieces 1| §500.00 0
] bed2 bed2 Stylish Bed 10| pieces 1) 5400.00 0
T bed3 bed3 Federation Bed 10| pieces 1) §100.00 0
T bed4 bedd Sleigh Bed 5| pieces 1 50.00 0
] bedS bedS Chrome Bed § pieces 1 50.00 0
T beds bed& Kid's Bed 7| pieces 1 20.00 0

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 editedu nt i | t he HRddded ts a puichase lorded ¢
invoice.) Once the PO is |l ocked, this o
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 ltem Result

Functions

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 Iltem Result
Functions
Add Add a line item or a Received or Expected record to the PO.
Edit Edit a line itembeac.cost, expect €
Cancel Cancel the selected line item. This applies only to line items that are
not yet Alockedo (i.e., expected
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:

s Expects Quaniy, Cost cic

SKU |sofabedt [=1

Original SKU  [sofabedi |

tem Name |50fa Bed |

Description |

Supplier ||[Defaul Supplier} |

Old Value New Value .
Supplier's SKU I bed1 [ bed1 | Change in
Supplier Record

Expected Cost | s00 | S525.00 | =

Date Expected | | |

Quantity Expected | 4 I 4 |

Qty. These Changes Apphy To

Motes

Save | Cancel |

The Expected Cost,Sup p | i e r, @nd Dagkxpected, 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:

R e Gy o

SKU [123458x [=] search |
Original SKU | |
tem Mame  |Posl Table |
Description | |
Supplier |(Default Suppiier) |
Old Value New Value
Supplier's SKU | 123456 [ 123456 |
Expected Cost | $80.00 [ S80.00 |
Date Expected | [ |
Quantity Expected | | 2{ |

MNotes

Save | Cancel |

Select a SKU from the list and enter a Qty. Expected and Date Expected in the
fields in the New Value column. TheSu p p | i e raddsExpgRditdd 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
guantity 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.

SKU o fabed 1 [=] Search |
Original SKU  |sofabed? |
ttem Name |5|:|fa Bed |
Description
Supplier |(Defaul Supplier) |

Old Value New Value
Supplier's SKU | bed! | bed1 |
Expected Cost | 500 | 500 |
Date Expected | | |
Quantity Expected | 4 | 4 |
Notes

Save Cancel

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:

]

{ "“-I Cancel the following Purchase Order Expected record?

~ SKU = sofabedl
Quantity = 4 items
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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.

T —

Convert the canceled "Received” records to "Expected” records?

[l

Click ¥ES to change the received records back to expected records.
Click MO to cancel the received quantity only.
Click CANCEL to avoid any changes.

-

YES NO CANCEL Dt |

r Check this option to set the Default for the parameter below based on the button selected above.If you =&t the
parameter, this message wil not be seen again unless you set the parameter back to "Prompt™.

POCancelReceivedToExpected

Clicking the YES butten will set the parameter to Yes
Clickina the NO button will =&t the parameter to No

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. Goto Main Menu > Manage My Inventory > Manage My Purchase Orders > Drop-Shipping >
Add Tracking Numbers.

=
Find & Select a PO

View Selected PO
Inventory Status

Create New PO
Drop-5hip Tracking
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.

Drop-Ship Tracking

Filter Data

PO Number l:l Order Number l:l Supplier |(Default Supplier) u Clear List

(Open Drop-Ship orders)

Update Data
Tracking Nurmber Date Shipped | | Update Al
Fill in data below, then click Post Data. Scrol to the right to see more fiekds. Restart | View Order | Spiit | Post Data |
Supplier PO # Order# | tem# Local SKU Tracking # Date Shipped | Quantity | Unit Cost
] 1019 2019 1| apple 1 50.00 |2
(Default Supplier) 1037 2240 2 123456 1 36.00
(Default Supplier) 1037 2240 3| deski 1 50.00

4 LLLJ 3

Import Tracking Data | Close |

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.

Click the Folder icon to locate the text file with the tracking information to be imported.

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 -dso0 nbutitUean f or t
E! Import Tracking Data 2
Import Tracking Data
Import tracking for  {*Regular Orders  { Drop-Ship POs
File to import from || |g
Field Delimiter (¥ Comma ¢~ Tab  Other | |
[w First row contains field names
Order # | El Shipping Cost | El Serial Number | El
Tracking Number | El Qty Shipped | El Notes | El
Carrier | El ftem Mumber | El If you impert tem Numbers or Drop-Ship PO
Pickup Date | EI Packed By | EI E:;{tir:;sr,et:;rg‘:-:gram will also create
Default Carrier | El
Link Field ¢+ Order Number " Source Order Number " Source Order ID i
Test Data | Run Import |

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. Goto 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.

e —

PO Number 1013

Supplier |(Defautt Supplier)

[=]
Open POs for Selected Supplier

PO # Receive Select Al |

3 1012 [l
1013 ] Clear Al |

1021

1022
1025
1031 [}

1039

Cancel
4. Click Receive.

Receive Inventery

Current PO # 1 Global Digital Distribution Cloge Current PO | Add New SKU |
Expected ltems
Bercode [ ] LocalSU [ ] SupiersSKU [ #Received Recere |

PO# ltem # Local SKU Supplier SKU ftem Name Exp. Cost | Exp. Qty | Remaining

» 1035 1 12345a 12345a canvas field hat F1.00 3 5

Tentative List of Received ltems
# Received Local SKU

Supplier SKU ltem Name Expected Cost | Actual Cost | Extended Cost Print Labels

4 LLLJ 3

tems [ | skus [0 | I Print Labels for all items received
Test Print Post Data
Start Over

gbsel
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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.

Modify the # Received and Actual Cost fields in the Tentative List of Received ltems
area as necessary

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.

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:

il

92

Click the Receive All to move all Expected Items to the Tentative List of Received
Iltems 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 SKUorSu p p | i e rfiélgat tBeK U
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 1 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 Manager6 s i nventory, and it i
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.

That iz not & valid barcode!Want to add & new product for k7 Click YES to %ﬂl a new product, Click MO to open the Wiew Inventory screen to add the

- harcode to an existing item (you wil have to scan the item again once you Hose the Yiew Inventaory screentClick CAMCEL to skip this barcodg.

Mo | Cancel |

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 hills 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:

il

=A =4 =4 4 A

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.

Are there any additional tems to add (view list below)? " No {*Yes
Supplier |(Default Supplier} [=]
" Show: (" SKUs in selected POs t+ All of this suppliers SKUs
Supplier's Inv. # l:l
Supplier's SKU 100058
oceDate | | upplers [100050: =]
= Suppliers Lot SKU
DateRecoved | | upplier’s Lo | [=]
Lo
S C ] Local SKU [100058 [=]
Terms | EI Asgsign any new Expected records to: PO I:E ¥ anew PO
v Confirm tems if not in selected POs?
Product Subtotal | |
S ] Enter Quantity (" Lot * Piece Quantty [ | UntCost | |
AddiionalFees [ | Apply
Explanation Sort By: |:E| Cancel | Select All | Clear Al | Split |
e — | S| PO# | Oty | LocalSKU | Expected S | Actual$ | Extends s
] 3 1022 1] 123456 $200.00 | S200.00 §200.
SHETELLR ] 1022 1 sofabed S500.00 | S500.00 | SS00.
] 1022 1 bed2 $400.00 | S400.00 5400/ =
Show: (" AlPOs ¢ Standard ¢ Drop-Ship | || 1022 1 bed3 $100.00 | 5100.00 $100.
s| po# Amount [ Drops | | 1022 1 bedS $0.00 S0.00 s0.
R B om0 ww o | — 1022 1 BINARYSHRT 50.00 | S0.00 s0.
cear Al | 1021 51200 00 o= 1022 1) BINARY SHIRT $0.00 S0.00 s0.
= D 1022 5120000 B | 1022 1 chaird $0.00 S0.00 s0.
Check the § BlE] 1028 “a0.00 0 | = 1022 1| ciothes2 50.00 50.00 s0.
figid for POs 10 103: s&luu 0 1022 1 #1001 $0.00 S0.00 s0.
rEIEs | : ] 1022 1)ice $0.00 $0.00 s0. ~
invoice. [ 1038 $0.00 0| — @ : : :
e 4| in I
Motes Inveice Total $0.00
Allocated Amt. $1.200.00
- = S Femaining Amt. ($1,200.00)
Post Data | Restart | Close |

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.

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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Select one or more purchase orders to invoice from the list at the bottom of the form.

4. Toinvoice 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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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

Customers

Fred Buyer

Customer

Orders & Transactions
Notes
Webd Data
Quotes

| (568 | gor | gowe | gese |
View Ordeors | Now Order Reports Fred Q. Buyer
Frst W Last
< 37
Prefx Mr
Sorfx
Customer RFM Data Compary :N"l Manufactunng

Oviginal Order 42007,
Recency 382012
Frequency [ 18
Manetary Valie $1719% |

™ Do not ship to this customer
™ Do not maid to thes customer

Agdress Lea 1 (520 Germantown Pike
Aodress Line 2

Cey, State. Zo [Plymeuth Meeting

Country
Emat
Phone
Proce 2

Fax

Cacourt %
Cost Pus %

United States
fredb@comcast net
6510-555-1212

£510-555-1200

oo% |
00%
Seurce of intisl Oeder

I~ Tax exompt Tax ©

| PA | 19462

Menu

Select Menu to return to the default view of the Customer Accordion.

List

Menu List
Filker:

Select List to see an al

phabetized list of customers. Click a row to view that customerdé s i

Search

K3

Customer

Bell, Shella
Benjamin, Celia
BLOOM, STEWEN
Buwer, Fred
Clark, KayLene
Colon, Toby
Corrigan, Keith
Crase, Michael
French, Andre
‘Gashler, Karl
‘Griffin, Christine
Henderzon, Michael

EERENERRNRERERNNNRRNRERT

nf or mat
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Managing Customers

Search

r# =

Email *

Phones *

First NHame

Last Mame

Company
City

State

Fip Code
Country

Ml BaliCredit Due
M Do not ship to

Crrder from:
thru:

Begin Search
Advanced Search

Clear Search Form

an enhy be searched

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.

| Customer D * | | Additional Search Options
Order & * | | ltems they purchased | Custom Fields
Email * | | Purchased this item:
Phone * | |
First Name | |
LastHame | |
Company | |
ciy | |
State | |
Zip Code | |
Country | |
™ Balance or Credit Due
[~ Donotsh ip to customer
Order from: |:|
*These fields can only be searched by themselves. First Letter of Product SKU Show All | #
AlB|C|D|E|F|[G|H|IT|J]|K]JL|M
Searches on all text fields are "wild card™ searches.
N|O|P|Q|R|S|T|U|WV |W][X]|Y
Begin Search Cancel
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Note: The fields marked with an asterisk (*) require the exact data to match the actual record. All

other fields are fAwildcardo f i el dstheehtioerlD nusthemp | e, i f
entered. However, if searching by the customeré 8 a me , aisahter@ddrothe Name field, all of
the records beginnaemtumed.t h the |l etter ASO

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
displaysonlySKUs begi nni ng we.d.IB3927@3. Cliclethet# button fo Bae
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.

Record: I4| 1 || 1 IPI |H9| of 3 (Filkered)

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,wi t h t he cust omer Ppapulagechai | address pre

Validate Address

Check the validity of the customerd address against the USPS servers.
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Managing Customers

The Orders & Transactions tab displays the order and transaction summaries for the current customer:

List S
Customer

Menu

Orders & Transactions

Apply Payment

Create a new Order
Print Statement
RFM Data & Order History

Hotes
Web Data
Quotes
Custom Fields

15l Customers [E=NE=N =
Add | Edit | Qe\etel gnsal

Orders

View Selected Order | View All Orders I

Order #
2255

ol

Web Order #
o

Source

Date
&-Feb-2011

Total
$569.05

Total Balance (Credit) Due

Balance

(529.95)

(528.85)

Transactions

Date Description

Amount

Type

3|

[Fayment Received [

5499.00 |

Cash [

| |Cash Tendered

$100.00 |

Cash |

m

Net Amount

$599.00

Record: (14 4 || 1 [ |rI]r# of 51

To zoom

View Selected Order, or View All Orderst o

screen.

Apply Payment

nto one of

t he

see al

of the

¢ uan preéenftom thailist the anderaddscliclothed e r s

customer 6s

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.

Amount of Payment | | |
Payment Method [check [=]
Check # | |
Allocate Amounts |
Amt.Due | Amt to Apply | Order # Order Date Name Company ~
L 510.00 2080 25-Mar-2010 Fred Buyer Apex Manufacturing Inc.
o £2.00 2203 27-Aug-2010 Fred Buyer Apex Manufacturing Inc.
o £2.00 2205 30-4ug-2010| Fred Buyer Apex Manufacturing Inc. |
o 53.00 2208 §-5ep-2010 Fred Buyer Apex Manufacturing Inc. |~
L 53.00 2210 13-5ep-2010 Fred Buyer Apex Manufacturing Inc.
L 53.00 2211 20-5ep-2010| Fred Buyer Apex Manufacturing Inc.
L 53.00 2212 20-5ep-2010| Fred Buyer Apex Manufacturing Inc.
L 59.99 2218 30-5ep-2010 Fred Buyer Apex Manufacturing Inc.
L 511.00 2244 4-Feb-2011) Fred Buyer Apex Manufacturing Inc.
L s7.20 2258 15-Feb-2011| Fred Buyer Apex Manufacturing Inc.
L 20.50 2260 18-Feb-2011| Fred Buyer Apex Manufacturing Inc.
] $8.99 2261 18-Feb-2011| Fred Buyer Apex Manufacturing Inc.
] 521.60 2273 28-Feb-2011| Fred Buyer Apex Manufacturing Inc.
] $39.58 2277 28-Feb-2011| Fred Buyer Apex Manufacturing Inc.
] S48 57 2278 28-Feb-2011| Fred Buyer Apex Manufacturing Inc.
] 2720 2285 3-Mar-2011 Fred Buyer Apex Manufacturing Inc.
$5589.00 2287 4-Mar-2011| Fred Buyer Apex Manufacturing Ine.
- anon - v e omeaile o . PP -
Save Payments | Cancel

s el
order s
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Managing Customers
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.

Customer Statement Filter : Fﬂ_ g

Filter Options
Include orders from these Order Dates

E 3 Today This Week This Month This Year o
End B8-Aug-2013 Yesterday Last Week Last Month Last "ear -

Which statements do you want to print?

™ Al Statements

Statement for this Customer: Fred Buyer EI

Cancel | Print |

RFM & Order History

Enter filtering criteria to produce information about
o |

Enter date range to fiter results: Thru S-Aug-2013 I
Original Order 11/24/2009 Recency 11/24/2008 Frequency [ 0 | Monetary Value 50.00

Prewvious Orders from this Customer

Record: | 14 4 I | 48LE&S

Close I
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Notes Tab

Managing Customers

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:

Menu

Customers || E

Orders & Transactions

Web Data
Quotes
Custom Fields

Record: [14 ] 4 1 [» |[»1]r#] of 51

Add | Edit | Qelelel g.lnsel

List Search
Customer View Qutgeing Email Task: Complete I Cance\l CIaarFmerI Reply | Searcnl Add | Edit | Dalatel

P [3/8/2011: Email sent
Hotes [B/2/2011: Email sent

Notes for Customer

Email sent
Template: "Confirmation with Invoice tet’

il

Subject: "Order Confirmation from My Web Orders’

Entered | 8-Mar-2011| 11:35 AM| Folowup | |
By [ =1 Assigned To | =l
Event | | When Due | [ |
Priority | | Completed | [ |
Keywords| | Type |customer =]

Complete the following steps to view, add, or edit notes to a customer record:

1.

Open the Customer screen and locate the customer6 secord. Refer to Searching for a
Customer, earlier in this chapter, for more information on locating customer records.

Click the Notes tab. All of the notes associated with the customer record appear.

Select a note from the list in the top half of the screen and see more details in the lower
half of the screen.

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
me r ¢ h @niirte 8tere. This data is only applicable to certain shopping cart systems, such as
Yahoo! Store and Yahoo! Merchants Solutions shopping carts.

"wieb (D

zer Hame

Pazzword
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Quotes Tab

The Quotes tab displays a list of any quotes that have been entered for the selected customer:

Fred Buyer aoa | Eot | peee | cose |
Wenu List Searc
Customer View Quote
OB T e Quote Ref # Date Name Company Grand Total |_Order#s
Naotes L 4-Mar-2011 | Fred Buyer Apex Manufacturing 58.00

Web Data 1004 4 29-0ct-2010 | Fred Buyer Apex Manufacturing 51.00 2323

Quotes 1005 4-Feb-2011 | Fred Buyer Apex Manufacturing 511.00 2244

4-Mar-2011  Fred Buyer Apex Manufacturing $49.98

Custom Fields

Record: ([ 4][ 5 [» J[M1]r#] of 51
To view a quote associated with a customer record, complete the following steps:

1. Locate the customerd gecord. 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.

Select the quote to be viewed in detail by clicking its row.

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. Goto Main Menu > Manage My Customers > View & Manage My Customers. Click the
Add button and the systemopensa new fbl anko customer record:

2.Ent er the customerdéds information.
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Managing Customers
3. Click Save. The new customer record is addedtothest or e6s customer databas

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 customero6s 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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Managing Customers

2. Click the Email Customer link in the accordion.

Subject |Clrder Confirmation from My Web Orders

Template “our order will ship today . ] El
To |sh&ryl@_stun&edg&.c:um |
BCC [ |

|

Edit Message

Thank you for ordering from My Web Orders!
“rour order was received on .

“rour Reference Number is: .

The order will be shipped today.

The shipping method is: .

Please visit our website again scon!

- My Web Orders

Edit Template Reload | Clear |

gt'tachment| Send | gancel|

Select the template to be used from the Template tab.

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.

Usethe Reloadbut t on-dbd dédhanges priSavebuttan. cl i cki ng
Use the Clear button to remove data from the body of the message and the subject line.

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.

Optional: Click the Attachment button to navigate to the location of another file to be
included with the email.

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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Managing Customers

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| Customer Statement Filter : Form

==

Filter Options

Include orders from these Order Dates

Start ug

End B-Aug-2013 Yesterday

13

Today

Thiz Week

This Month

This Year

Last Week

Last Month

Last vear

Al

Which statements do you want to print?

[ Al Statements

Statement for this Customer:

Cancel

Fred Buyer

Print

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.
2.

Locate the customer record for which a payment is to be applied.

Click the Apply Payment link on the Orders & Transactions tab.

3. Click the Print button to see a preview of the report (customer statements). Click the

Amount of Payment

(I

Order Date

Name

Company

Payment Method [Check  [+]
Amt.Due | AmttoApply | Order #

I £10.00 2080
Il £8.00 2203
L 8.00 2208
Il £8.00 2209
Il £8.00 2210
Il £8.00 2211
Il £8.00 2212
Il =9.99 2218
L £11.00 2244
Il £7.20 2258
Il £0.90 2260
Il =899 2261
Il 52160 2273
Il 539.58 2277
Il 24857 2278
L £7.20 2288
Il £599.00 2287

4 == LU ==

28-Mar-2010| Fred Buyer
27-Aug-2010 Fred Buyer
30-Aug-2010| Fred Buyer
9-Sep-2010| Fred Buyer
13-5ep-2010| Fred Buyer
20-5ep-2010| Fred Buyer
20-5ep-2010| Fred Buyer
30-5ep-2010| Fred Buyer

4-Feb-2011 Fred Buyer
15-Feb-2011| Fred Buyer
18-Feb-2011| Fred Buyer
18-Feb-2011| Fred Buyer
28-Feb-2011| Fred Buyer
28-Feb-2011| Fred Buyer
28-Feb-2011| Fred Buyer

3-Mar-2011| Fred Buyer

4-Mar-2011| Fred Buyer

Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.
Apex Manufacturing Inc.

3

m

Save Payments | LCancel |
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Managing Customers

Enter the Amount of Payment, the Payment Method and Check #, if applicable.

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.
Import My Orders

Customer Export Filter

Process My Orders

Ship My Orders Order Information  ttems Purchazsed Frequency & Value Custem Fields
Create a New Order Source of Initial Order |
Manage My Inventory Erom: Thru:

Manage My Customers e S —
View & Manage My Customers Web Order # l:l l:l
Impart My Customers - File OrderDate [ | |
mport My Customers - Web Customer [ | ]
Export/Email My Customers

k Payment Status &% Any
" Credit Due
" Balance Due
" Paid in Full

Most recent order was @ On or Before

 On or After
o [
camey [
Run My Reports auniry
Quick Clicks
[ Add to Email List
RO i ?
1 Begin Export
Main Settings  Info Help

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:

1 Select the Source of Initial Order.

1 Enter arange of Order #s, Web Order #s, Order Dates, or Customer IDs.
1 Select a Payment Status.
)l

Enter a Date, and select On or Before or On or After to select a date range of
orders.
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Managing Customers

1 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.

il 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.

i 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.)

i 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:

=3| Customer Export

Customer Export
Export Format ¢ [Comma Delimited (CSV) | ¢ Tab Delimited

Select fields to include in file  [# All Fields Start / End Date
¥ Full Mame  [# Middle Name [# Company [@ City [# Email [# Customer D RFM data E
¥ Mame Prefix [# Last Name ¥ address 1 [# State [# Fax  [# Original Source [~ Recency [~ Monetary Value
¥ First Name [ Name Suffix [ Address2 [# Zip  [# Phone [# Country [~ Frequency [ 1stOrder Date
Bulk Email

Email template to send | [=] Edit | Preview | Send |

Note to add to Customer records |

Sample Data

FullMame | MNamePrefix Fil i e L: it Company -

Jamal Vwalke Jamal Walker

Mark Setzer Mark Setzer Stone Edge
Technelogies, Inc.

< [Lm r

[« Include Field Names Export

The Export Format area on this screen is only for exporting customer data to text files. The
Select fields to include in filed 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. Referto Exporting Customer Data, above, for information on how to build the list of
customers.

2. Atthe 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.

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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The Point of
Sale System

The Stone Edge Order Manager6 s inPob Sale (POS) interffaceact s as a Avirtual C ¢
registero for merchants who also have a brick and

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 Manager6 BPOS 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:
1 Setting Up the Point of Sale

I Using the New POS Interface

1 Auditing Shifts
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The Point of Sale System

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

The Stone Edge Order ManagerUs er 6 s Gui de 171
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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:

Point of Sale Setup Edit

Store Info  Printing Cash Drawer Scanners Pole Display Fin Pad HotKeys Miscellaneous

Store & Location Information

Location IO

Workstation Name | | This Computer

Add a new Register ID |:| Add
Cash Registers Delete

Workstation | RegisteriD
SHERYL2 1

Location ID 1. 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 1 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 POSStorelD.

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. Goto 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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Control Panel H . . .
orimTraneT View basic information about your computer

I Device Manager Windows edition

[y Remote settings Windows 7 Professional

Iy System protection Copyright © 2009 Microsoft Carporation. All rights reserved.
) Advanced system settings Service Pack 1

Get more features with a new edition of Windows 7

System
Manufacturer: Dell
Model: Vostro 230
Rating: 827 o) Windows Experience Index
Processon Intel(R) Core(TM)2 Duc CPU  E7500
Installed memory (RAM): 4,00 GB (3.00 GE usable)
[:E System type: 32-bit Operating System
Pen and Touch: Mo Pen or Touch Input is available for
Dell support
Website: Online support

Computer name, domain, and workgroup settings
PHWSDVOS
Full computer name: pHwWsDVOS. I

Computer description:

Domain: L

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.

1 Toremove a workstation/register association, select it from the Cash Registers list and click
the Delete button.

T Anexi sting cash r e gcandbe adited lsy receatariigithg Worlestatioa name,
entering a new Register ID and clicking Add. The workstation is assigned the new Register
ID.
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The Point of Sale System

Tab

Use the Printing tab to configure receipt printing options for POS orders:

Point of Sale Setup

Store Info Printing Cash Drawer Scanners Pole Display PinPad HotKeys Miscelaneous

Printers/Printing

# of Receipts to Print ¥ Show SKU
Receipt Template [POS New Invoice [=] ¥ Show Retail Price
Invoice Tag Line 1 - 255 character maximum [ Show ttem Savings
[T Show Total Savings
[+ Show Order Barcode
[v Show SKU Barcode
Invoice Tag Line 2 - 255 character maximum [# Show Store Credit Balance
[T Show Signature Line
[T Show Gift Mes=age on Gift Receipt
Sh Order Instructi
[ Print Credit Card Signature Receipt  # of Copies [ Show Order Instructions
Sh Ci ts
Signature Template  |POSNewCCSignature [=] [ Show Commen
[T Show Note to Customer
Shift Close Template  [POSShiftCloseReport [=]

Complete the following steps to configure the s t o P®®minting 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.

Click the Edit button to unlock the screen.
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.

Enter messages to print on all POS invoices (receipts) in the Invoice Tag Line 1 and
Invoicing Tag Line 2 fields.

Choose whether to Print a Credit Card Signature Receipt when applicable.

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.

The default Sighature Template should have POSNewCCSignature selected.

Select a Shift Close Template from the drop-down list to determine the report that prints
when each workerd 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.

Use the check boxes on the right-hand side of the screen to include other fields on POS
Invoices.

10. Click the Save button.

The Stone Edge Order ManagerUs er 6 s Gui de

174



The Point of Sale System

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
requiresthatafi t r i g gseexecufed ih adeer 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
ot her v e ndolfyéusalreddy aiveca eeseipt printer and cash drawer from another source,
obtain the manuf ac tfar eachrdévice (printer anch eashtdmawer) ana attempt to
follow the steps outlined in our documentation to determine if the device will work with The Stone
Edge Order Manager.

Paoint of Sale Setup Edit

Store Info Printing Caszh Drawer Scanners Pole Display Pin Pad HotKeys Miscellaneous

|

[ Configure Single Workstation

Cash Drawers
[~ Show "Open Drawer” button i
[~ Open Cash Drawer Automatically at End of Sale

How is your cash drawer opened (refer to your cash drawer manufacturer's documentation)?

@ Trigger File  Trigger Fie | |

{& Printer Drawer Open Character [ |

Drawer Open Character Font | |

Drawer Start Amount :l

Complete the following steps to configure Cash Drawer settings:

1. Goto 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. SelectwhethertoShow t he fAiOpen Ca s hontbePO% srean. Ifltheckeédp n
the cash drawer can be opened without a making a sale.

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 printero6s documentat:i
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The Point of Sale System

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 fo
do not use them at this time.

r DrawerStartAmount,

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

Managerr equi r es df pirseuffifxiox banchar acter s

at t hoeswipeespi nni ng

it knows which device has been used. Most barcode scanners and credit card readers can be

programmed with a prefix and suffix.

Point of Sale Setup

Store Info Printing Cash Drawer  Scanners Pole Display PinPad HotKeys Miscelaneous

Credit Card Magnetic Stripe Readers
Track 1 Prefix [ Track 1 Suffc [?
Track 2 Prefix  |; Track 2 Suffic |7
Track 3 Prefix Track 3 Suffix

Barcode Scanners
Barcode Scanner Prefic e

Barcode Scanner Suffc |/

Toenterthescanner s o

pref:i xes

and

suf fi

X es

1.
2.

Go to Main Menu > Settings > System Functions > Point of Sale Setup.

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
Stone Edge Technologies does not provide technical assistance for

Edge Order Manager,
configuring hardware

other than the types that are listed as supported devices in our online Knowledge Base.
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The Point of Sale System

Pole Display Tab

The Pole Display tab is used configure pole displays used at POS checkout workstations.

-35| Point of Sale Setup

Point of Sale Setup Edit

Store Info

Printing Cash Drawer  Scanners Pole Display PinPad HotKeys Miscellaneous

[~ Configure Single Workstation

[~ iEnable Pole Display Use

'; | _Apply Changes |

Pole Model |Lugic Controls LDS000

Line Formats and Test ltem Display
Line 1 Format [[Qty] [tem Name] [=] £ 2 - Medium Light
Line 2 Format [[SKU] [Unit Price] [=]

Enter test item information

Display Contrast
™ 1 - Light

™ 3 - Medium Dark
(+ 4 -Dark

| | Comm Port Settings

| R —

1 Bawdrate [ [-]
1 Databis | [v]
l:l Parity

Stop Bits
4 Flow Ctrl
Pole Idle Me=sage and Display Type

Characters on each line

idle Message Line 1 [Thank you for |

idle Message Line 2 [shopping with us! |

Dizplay ldle Message as ¢ Scroling {+ Static

==

Complete the following steps to configure Pole Display settings:

1.

10.

Go Main Menu > Settings > System Functions > Point-of-Sale Setup, and select the Pole
Display tab.

Click the Edit button to unlock the window to allow data entry.

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.

Select the Enable Pole Display Use check box, and select a Pole Model from the drop-
down list.

Select the data to display on the pole from the Line 1 Format and Line 2 Format drop-down
lists.

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.

Select the Display Contrast by clicking one of the radio buttons.

Enter the Comm Port Settings by selecting them from the drop-down lists. Consult the
hardware manufacturero6s documentation

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.

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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The Point of Sale System

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.

Point of Sale Setup

Store Info Printing

Edit

Cash Drawer  Scanners Pole Display PinPad Hot Keys Miscelansous

Hot Key T Use Additional Keys Key Combination
! [ Use SHIFT Key (37-72) & Hot Key Assign SKU
{™ Function Hot Keys [T Use ALT Key (73-108) " Shift+Hot Key
[T Use CTRL Key (108-144) i
© |

HotKey Asgsigned [Label «| Delete

HotKey1 HotKey1 l—

HotKey2 Hotiey2 | Clear

Hotkey3 HotKey3

Hotkey4 HotKey4

HotkeyS HotKey5

Hotkeys HotKeys

Hotkey7? HotKey7

Hotkeyd HotKeyd

Hotkeyd HotKeyd

Hotkey10 HotKey10 ‘
Hotkey11 HotKey11

Hotkey12 HotKey12 ‘
HotKey13 Hotiey13 |
HotKey14 HotKey14

HotKey15 HotKey15

HotKey16 HotKey16

Hotkey17 Hotkey17

Hotkey13 HotKey18

Hotkey19 HotKey19

Hotiev20 Hotiev20 il

BUTTON PREVIEW

HotKey2 |

There can be up to 48 hot keys visible on the POS interface at any one time:

1 12 Function Hot Keys along the left side of the POS screen are pre-defined.

1 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.

Click the Assign Function or Assign SKU button. The system displays the Select Function
to Assign or Select SKU to Assign window.

-=| Assign Function @ -3| Assign SKU
j g L ee—— j g e Iﬁ
Select Function to Assign Select SKU to Assign
Select a Function Select or Enter SKU
Search SKUs

|

Button Label I Butten Label l
| Eight to ten characters per Seven to eight characters

line per line
I LABEL PREWVIEW I LABEL PREVIEWW HotKey2 ‘

tems on the drop-down list marked as "= are ltems on the drop-down list marked as ™ are
Custom Functions. discontinued.
HELP (F1) Cancel o4 ‘ Cancel ‘

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 i 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.
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The Point of Sale System

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.
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