Purchase Orders
Installation Problems

Freight Claims

Alternative ways to add comments to Purchase Order, using the Change Purchase
Order screen to edit a Purchase Order, adding lines to a Purchase Order, deleting
Purchase Orders, dealing with multiple acknowledgements, unreceiving and

undelivering and using the Damage Button.




Purchase Order Comments

You can always add comments to a Purchase Order by adding lines to the proposal.
Just make sure you pick the same vendor, ship to address and purchase order break
as the lines on the Purchase Order. There are a couple of other options though.

Vendors Profile

If you have comments or statements that you wish to appear on every purchase
order then you can modify the Purchase Order form. If on the other hand you have
certain comments that you wish to appear on every Purchase Order for a particular
vendor but not on Purchase Orders for other vendors you can set up the comment in
the vendor’s profile. Go to Vendors | Maintenance, find the Vendor and highlight it

and then clickE. This will open the profile of the vendor. Now go to the Purchasing
tab.

Standard Address | Purchasing | Pagments | Conditions | Internal Uzage | Contact Mame: | General Ledger | Returns

Standard Purchase Discounts Auto-Direct Percentage
50.000 20.000 5.000 0.000 0.000 0.000 0.000

Purchase Order Profile

Depost Percentage Reguired 0.0000
Use Hectronic Ordering <Y=es <N=o
Print Detail Purchase Orders <Y>=es <N>o
Sends Acknowledgements <Y=es <N=o
Purchase Orders Require Review {Y/N)

Delivery Lead Time (I Dave b Fi
( Standard Purchase Order Comment ]

=Z(X|=x]|=

Miscellaneous

[ Cumency Exchange Rate | Cument Price List | 01/04/07

Enter your comment in the Standard Purchase Order Comment field.

Purchase Order tab in the Proposal Profile

The Purchase Order tab in the Proposal Profile allows you to enter comments that will
appear on a purchase order without adding a comment line directly to the proposal.
Also, you can have the comments print on the Receiving Ticket just as easily. Go to
Proposals | Maintenance. Find and highlight the proposal and then click E. This will
open the proposal profile. Now go to the Purchase Order tab. This tab includes
columns for Vendor Instructions, Ship to/Receiving Instructions, P/O Break group,
Contact #, and a requested ship date for all purchase orders that will be created for
this proposal. Initially, this tab is blank. To populate and use this tab, first go into
the proposal detail (use the F4 key shortcut) and click on View and choose Purchase
Orders.
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YiewItem =

_ wioH| =[Qli=] AlR
WigwTable
Attributes Fz *Description

Companents
Inwventory Qtys  FS

= COMFEREMNCE &ARE:

Lser Mokas o COMFEREMCE TABLE WERY BIG
M LOw/-BACK EXEC SWIVEL COMF. CHAIRS
i l'g SUBTOTAL OF CONFEREMCE AREA

First Record Ctrl+Page Up

Previous Record  Page Up EXECUTIVE AREA

Next Record Page Down EXECUTIVE PEDESTAL DESK
Last Record Ckrl+Page Down HI-BACK EXEC. SWIVEL CHAIR

You should now see a blank Summary screen. Click Okay. The Summary screen will
now show the purchase orders for the proposal, and the status (a purchase order# if
ordered, or a message that this purchase order has not yet been ordered).

| v

VENDOE: HAWTHORNE
SHIFTO: INSTALLATIONS BY GEORGE

*x% NOT ORDERED ¥ET 13,254 .52

VENDOE: YELLOW FREIGHT
SHIFTO: INSTALLATIONS BY GEORGE

=xx NOT ORDERED YET 150.00

VENDOE: DYMAMIC OFFICE INTERIORS
SHIFTO: INSTALLATIONS BY GEORGE

=xx NOT ORDERED YET 646.60
VENDOR: LACEAWANNA FABRICS LI

[ orava || sEre |12‘.3;4;wr|| [ Canced
|

Now you can return to the proposal profile. Unfortunately there is no shortcut to go

back to the profile. Hit the B to go back to the list of proposals and click the to
reenter the proposal profile and move to the Purchase Order tab which should now
be populated.

Description I Project Information I Addresses I Invoicing I Commizsions FPurchaze Orders | Documents I

Doviebick To homess D bitick Ts heosesy P/D Bresk Group “Cortract Number
i THORME COM DOCK
HAWTHORNE INSTALLATIONS BY GEORGE
YELLOW FREIGHT INSTALLATIONS BY GEORGE
DYvNAMIC OFFICE INTERIORS INSTALLATIONS BY GEORGE
L] »
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Double click, or click once and hit enter, the a vendor to enter notes that will print on
the Purchase Order for that vendor. Double click, or click once and hit enter, the Ship
To Address to enter notes that will print on the receiving ticket. You can also change
the requested delivery date from what was originally entered in the Proposal Profile
under the Project Information tab. Notice that this gives you the ability to specify a
different requested delivery date for each Purchase Order. You may also enter a
contract number here that will print on the purchase order.

Change Orders

Once purchase orders have been created for line items on a proposal, changes to those
line items must be made through the “Change Orders” function, Vendors | Purchase
Orders | Transactions | Change Orders

Vendors Inwentory Ledger Help

Maintenance
PurchaseOrders Maintenance

Transactions Create Orders

Transackions 3

Inquiries 5 Electronic Intetfaces  »
Acknowledgements

Receiving

Delivery

Reparts

Reparts

Freight Claims

Search For ||

s

rAvailable Methods

By: 5lz#-Project-Mumber

By: Yendor Mumber/Name
By: Customer Murnber/Mame
By: Propozal

By: Customer P/O

By: Acknowledgement

By: Actual P40 Mumber

By: Sls#-Project-Number - enter the salesperson number (hyphen) project
number (hyphen) and actual purchase order number (example: 030-000101-
00004002) will group the purchase order screen by the salesperson number and then
by project number and then by actual purchase order number. Entering the whole
number, with or without proceeding zeros (30-101-4002), will group the entire list of
records and highlight the actual number entered. You can also use this option to
search by just the salesperson’s number.

By: Vendor Number/Name - The entry of a vendor number will group the
purchase order maintenance screen by vendor. If you do not know the vendor
number, entering a vendor name will provide a list of vendors to choose. After
selecting the correct vendor name or number, the purchase orders will be grouped
accordingly.

By: Customer Number/Name - The entry of a customer number will group the
purchase order maintenance screen by customer. If you do not know the customer

-E] TeamDesign”



number, entering a customer name will provide a list of customers to choose. After
selecting the correct customer name or number, the purchase orders will be grouped
accordingly.

By: Proposal - The entry of a proposal number will group the purchase order
maintenance list by proposal number and will highlight the proposal number entered.

By: Customer P /0O - The entry of the customer’s P/O number will group the
purchase order maintenance list for all purchase orders by customer purchase order
numbers and will highlight the first entry of the number entered.

By: Acknowledgement - The entry of the vendor’s acknowledgement number will
group the purchase order maintenance list for all purchase orders by the
acknowledgement number and will highlight the first entry of the number entered.

By: Actual P/O Number - The full TeamDesign® purchase order number is seventeen
digits long consisting of the three-digit salesperson number, the six-digit project
number and an eight-digit actual purchase order number. The entry of just the eight-
digit portion will group the purchase order maintenance list by purchase order
number and will highlight the number entered. You can enter the full eight-digit
number or eliminate the preceding zeros when using this search option.

Editing the Purchase Order

Once you have found the Purchase Order either hit the F4 key or double click on it to
enter the detail screen. From the detail screen of the Purchase Order you can change
the values for a variety fields. Any changes made here will update the proposal.

All fields preceded by an asterisk (*) in the column heading of the data browser can
be edited by clicking once in the field and pressing the Enter key or by double
clicking in the field depending on the way your User Configuration is set up. This
would include the quantity, unit cost/sell, item#, ship date, and tagging as the

following screenshot illustrates.
*Item Mumber <Description: *Ordered | “4cknowledged Cost | Extended Cost | sUrit Sell | *ShipD ate| “acknowlegement Mumbe

fabric: for chairs-purple haze
ot Flease scatchgard fabric befd 1.00 0.oo 0.00 ooaf /7

Double click in the description column for any line item on the purchase order and
the “Brief Description” and “Detail Description” for that particular line item appears.
You can change either of the descriptions and click "Replace"”. This will change the
description on the purchase order, as well as update the proposal once you exit the
Purchase Order.

ProposaldPO# [15z2z¢ joo1-oo0011-00001278
Customer STHMON T. SAILS
Yendor T T
. E mDetailed Item x|
Ship Ta E
E fabric for chairs-purple haze g
[ B
| B =
Ordered & d
04/05/01 I Ll ™
Freight Pro Numbe
Ii -
*|tem Mumber iphi “Ordered | *Acknowledged Cost|| Extended Cost|  *Urit Sell | *ShipD ate| *Acknowlegement Humber| Receive
~1Bm 575.00 0o 4/
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Changing Vendor or Ship to Address

The vendor and ship to address are integral parts of the Purchase Order. As such
they can not be changed very easily. It is much easier to correct a wrong vendor or
ship to address before the Purchase Orders are printed. Running reports like the
Proposal Edit and Analysis (File | Print Reports, from the line item screen of the
proposal) make it easy to check for these types of errors.

If the ship to or vendor number is incorrect and needs to be changed on a line then
the line must be returned to an unordered status. To do this the line can either be
removed from the Purchase Order or the whole Purchase Order can be deleted. If it
is only one or two lines that need to be corrected then removing the individual lines
from the Purchase Order is probably the easiest solution. If the vendor or ship to
must be changed for the whole Purchase Order then the Purchase Order should be
deleted.

When can you remove a line or delete a Purchase Order

To remove a line or to delete a Purchase Order the lines must be undelivered and
unreceived. The line must not have already been invoiced to the customer and no
payables may have been entered against the Purchase Order. If you have the proper
security (the purchase/order/credit/halt override box is checked) then you can
remove lines or delete a Purchase Order that has had payables entered against it
otherwise any payables will have to be backed out, and any customer invoices
reversed.

Removing a line from the Purchase Order

Use the “Remove Line” button at the bottom of the Purchase Order detail screen to
remove a line from the Purchase Order. This will return the line in an unordered
status.
ﬁ' Damage

ﬁ' Remove Line tem % Prirt Docs v Okay

Deleting a Purchase Order
Use the to delete the Purchase Order.

Removing a line from a purchase order or deleting a purchase order will not remove
lines from the proposal. It only returns them to an unordered status. At this point
you can edit and change the lines from the proposal as if purchase orders had never
been cut.

Adding items to Purchase Order

Once you have made the changes needed to the now unordered line items you will
need to get them back to an ordered status. You could create a Purchase Order just
for this unordered line or if there is a existing Purchase Order with matching vendor
and ship to address you could add the line to that existing Purchase Order.

If the line with the unordered status has the same Vendor, Ship To number and
Purchase Order Break as a current purchase order, then you would enter the Change
Order screen for the purchase order and simply reprint the Purchase Order.

IEE] TeamDesign®



Printing a changed Purchase Order

From the main menu, select Vendors | Purchase Orders | Transactions |
Change Orders. Double-click on the purchase order number to be re-printed. If
changes have been made since the last printing of the purchase order there will be a
“YES” in the <Changed> column of the purchase order data browser.

Ordered Ack Date Acknowledgement  Orginal Ship  Current Ship Werified Requested Receved Delivered Invoiced
07412,/01 IDT-‘,-‘J.Q,-‘Dl [123456789 H fo7sz8/01 |o7sz8/01 | 4 s ossolson forsissor Jorsisson [ovszosol
Freight Pra Murmber Containertt
|55555 [ 444555
Linett | Actuall | <Changed: “Itern Mumber <Description: “Ordered | “Acknowledged Cost Extended Co
11 1 YES ExCT 42496 Confershce Table  with Marble Top 200 1.6E7.25 33
2l 2 YES CFC-1000 Low Back Executive Swivel Conference Chais. ™ E.00 724 61 4.3
3 4 ive P )
4 5 C3a4 Hi-Back Executive Swivel Chair, Fabric: Grade & Bla) 4.00 2.8
Al ]

If you re-print the purchase order, the changed item is printed with a message
stating, “The Following Item Is Changed”. If you do not wish for this message to
print, double click in the <Changed=> field. The system removes the “YES” and the
message will not print on the purchase order.

When you reprint the Purchase Order TeamDesign® examines each line on the
proposal. If it finds an unordered line then it will compare the vendor, ship to
address and purchase order break of the line to those of the Purchase Order. If they
match then TeamDesign® will pull the unordered line onto the Purchase Order. They
will be preceded by “Following Item is New”. If you do not want this message to
print on the Purchase Order that you send to the vendor uncheck the “Change Order”
box before you reprint the Purchase Order.

Click on the Print Docs button.
ﬁ' Damage -\ﬁ' Remove Line tem % Prirt Docs v Okay

This screen will appear:

Print Document

— Select Desired Document — Detail Item Options ————— |~ Attributes Printing
Change P/0rder: DOOO1 B?I]j [V Change Order % 1 Individual Lines
[~ Changed Items Only " wirap Description

¢ Codes Only
" Do NOT Prirt Attributes

- General Print Parameters

Docurment D ate

Cantractt I
Requested Ship I 09-24.01

- Miscellaneous

Frint Ta Device ﬂ

| & PRINT || |Qc.m&1|

Rl [
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When reprinting a purchase order, the system defaults a checkmark in the box
“Change Order” box indicating to the system to print a message on the purchase
order stating “Change Order — Do Not Duplicate”. If you do not wish this message to
print on the purchase order, de-select the checkmark. A checkmark in the Changed
Items Only box indicates to the system that you wish to print only those items that
have been changed on your purchase order.

Reversing the deletion of a Purchase Order

Even though a purchase order is deleted, TeamDesign® maintains a record of the
purchase order in the system. When you are viewing the purchase order listing, you
will see a deleted purchase order noted as deleted but you are still able to access the
purchase order. To re-activate a deleted purchase order, simply reprint the purchase
order following the instructions above. If the items are still on the proposal as
active, un-ordered items, and the vendor, ship to number and purchase order break
group has not changed, the purchase order will reprint and become an active
purchase order again.
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Acknowledgements

It is a simple process to enter acknowledgement information for purchase orders. To
get to the Purchase Order Acknowledgement screen you can go to Vendors |
Purchase Orders | Transactions | Acknowledgements.

Vendors Inventory Ledger Help

Maintenance

Create Orders
Change Orders

Transactions L4
Electronic Interfaces #

Inquiries 3
- FReports -

Reports 2 Receiving k
— o

Freight Claims

If you are already in one of the Purchase Order screens, such as the Change Order
screen, Purchase Order Receiving screen, or the Purchase Order Delivery screen then
there is a shortcut you can use. From one of the Purchase Order screens just go up
to Edit | Transactions | and pick which screen that you wish to move to.

Edit VWiew Tools Accessories Window Help

Delete Cirl+D i=

a

Column » Proposals 1

Replicate Data F3

Transactions 3 Date
Propaosal Aol
111-00002353 {16318 v Change
0400002356 15232 Deliver
Receive

Examine the TeamDesign® title bar to confirm that you are now in the proper screen.
]ﬁ TEAM-DESIGN!® / DYMAMIC OFFICE INTERIORS (Version: 13.10.10) - [Acknowledgements]

There are header fields in the center of the Acknowledgment screen where you can
easily enter the acknowledgement data. After entering the data into the header
fields, simply click on the “Copy to Detail Lines” button. The data entered in the
current ship and acknowledgement number fields will automatically be copied to
each line item.

|saupusT TH 37045 | =l
Ordered Ack Date Acknowledgement  Original Ship  Current Ship Werified Requested Received Delivered Inwoiced
aoszL/0L IDQ;’ZS,"Dl |9?546H gaszas0Ll J10/0Z2/01 IDQ!ZS;’Dl 10/0Z/01 |097EE/01 IUS;‘ZS,"UJ. I £
Freight Pro Mumber Containertt
|9854E |?35421 Copy To Detail Lines |

<Description:» Ordered “ShipD ate
1.00 08/29/01

4.00(10/02/01

*dicknowledged Cost||  “dcknowledge
PR

72461 | B7546M

2 Conference Table 12" 2-pe Conference Table | teak

Low-Back Exec. Swivel Conf. Chairs. ™ COM:Design|

-E] TeamDesign”



Productivity Tip:

Let the system do the work for you. If you have 50 line items on this purchase order and
45 are shipping on one date, and five are shipping on another date, enter the information
in the Header that applies to the 45 line items. Copy the information from the header to
the detail lines. Then alter or delete the ship dates on the five lines that are different.
Remember that all data browser columns with an “*” can be edited.

Multiple acknowledgement dates and/or numbers

In some circumstances, you might receive multiple acknowledgments for the same
purchase order. In this event, insert the important information from the first
acknowledgement into the Purchase Order Notes (as well as the F6 notes if you
choose). Then add the newly received information from the subsequent
acknowledgment in the header fields. Add an “M” to end of the second
acknowledgement number, update the current ship and verified dates, verify the cost
figures, and then copy to the detail lines. The “M” will serve as notification on project
management reports that this purchase order has multiple acknowledgement
information as most reports only pull the data that is currently in the header fields of
the purchase order.

When you click the “Copy To Dletail Linels" button you get a pop up.

-

CONFIRMATION REQUIRED

v ?‘J} Force PO Current Ship Date Into ALL Detail Lines?

[ Yes ] I Mo |

If you answer “Yes” any date in the Current date field will be copied into the Ship
Date columns of all of the line items. The acknowledgment number will only be
copied to lines that have an empty acknowledgment field. If you answer “No” then
the date in the current date field will be copied only to lines that have an empty Ship
Date field.

Productivity Tip:

In using the prior example of 50 line items on a Purchase order, if you receive an
updated acknowledgment and you need to alter the first 45 line items where you have
previously copied to detail you do not have to alter the lines individually. Again, let the
system do the work for you. Delete the acknowledgement number and the current ship
date in the header. With the information deleted, choose to copy to detail lines. The
acknowledgement and ship date will now be blank for ALL the detail line items. You can
then add the new acknowledgement information and copy to detail and then manually

change or delete the other 5 line items acknowledgement information.

Importance of updating pricing during the

Acknowledgement process

Updating Acknowledged cost is critical for WIP purposes. If the Acknowledged Cost
field reflects a different cost for a line item than the Vendor Acknowledgement, make
sure the cost is changed at this time so the proper dollar amount is credited to the
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"WIP" account entered in the Revenue Posting Code. The amount that is credited to
"WIP" when the accounts receivable invoice is posted is based on the received cost.
The received cost is the acknowledged cost at the point that the item is received.

Changing the Acknowledged cost in acknowledgements or change orders will NOT
change the estimated cost on the actual line item, but will be reflected in all
purchase order screens as well as the detailed data entry screen of the proposal. As
you see below, the unit cost has remained the same but the cost of the line item
under the status box reveals a change has been made at some point. It is the cost
listed in the status box that will be credited to the WIP account (or any other account
entered for WIP in the selected revenue code). Accuracy at this stage insures that
the AP invoice from the vendor that is distributed to the WIP account (for most job
related products) as a debit matches the credit generated by the accounts receivable

invoice.
‘ilﬁl ml«l»l’nl zlqlés AIQ' JGoToLine#I

- — Document Presence Other
Quantity U/M Cgtalogl thionsl

Linel/Insert | Class
1 I | 7.00 IEA |Gsa007

v Proposal/Quote?
¥ Purchase Order?
¥ Delivery Ticket?

Vendor | [001004  [HAWTHORNE

¥ Billing Invoice?

Bevenue Code | IUl
Status IAcli\re - l

ShipTo | 001015 [STAINS-R-RARE

Description

—Additional Features

Tag

IMarbIe top desk

M anufacturer Category

Purchage Order Break

| -
:I User F& Motes

— Pricing Options — Status
Exchange Rate List Price Purchasze Dizscounts Ordered 700
| 1.noooon | 7.007.00 [ 7.000 7.000 7.000 P/0 Number 1670

7.000 7.000 7.000 = 1]

AddOn Cost —Uait Cost _ N
4,700.00 >
| 0.00 | 4,533 460 L
Percent Style i Gross Profit / Margin % Invoiced 0.0n
[ooora0 [ | 4.874.69 | 174.69  398% To Invoice 7.00
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Recelving
Vendors/ Purchase Orders/ Transactions/ Receiving

wla| alxl

[Exit windowP# [15732 jo01-000012-00001672

Cugtomer mary smith

Wendaor DYNAMIC OFFICE INTERIOERS I P/0 Requires Review

Ship To

] HAWTHOINE COM DOCE Comments -

ELLG LE
AMETENDAM MI 45433 =l

Ordered Ack Date Acknowledgement  Original Ship  Current Ship Werified Fequested Feceived Delivered Invaiced

oaszssoL | v s | [roozion |/ A I A

Freight Pra Murmber Containertt Warehouze

I I I LCopy To Detail Lines |

*Received Co

Ordered *To Deliver | *Ta lnvoice | *To Request

1.00

*Receiving

k om

Line#t | Actualf

Item Mumber <Description:

Freight Charge:

A 2
Flag Items IQnFIagItems Dep Bequest | Delivern Ticket Damage | Okay |

You may manually fill in quantities to be received in the “Receiving” column. Or you
can use the mass selection method that will affect all line items not yet received.

Ordered Ak Date P e = 3 Flag ALL Ttems As... equested  Received Deliversd Irvoiced
osszsior | s os | Change Status OF ALL Items I VA A
Freight Pro Mumber Containerft I TeEesstie Capie
I I [~ To Deliver Complete Copy To Detail Lines |
Lineft | Actualf |  [tem Mumber <Descri I To Invaice Complete “To Deliver | *Ta lnvoice | *To FReguest| *Received Ca
Freight Charges / 0.00 0.00 0.00
Okay 4 Cancel
K 2

Flag ltemsz I QnFIagItemsI Dep Request |Qeliver}l Ticketl Damage I Okay |

If you choose the mass selection, once the “Flag Items” button is selected you will
have the option to Receive, to Deliver, and to Invoice ALL items on the purchase
order. Ordered quantities that have NOT yet been received, delivered, etc. will be
inserted into the applicable columns. Remember this only flags items to be invoiced
if chosen, it does not create the invoice. Also remember you must hit “Okay” to exit
the screen and properly save all changes. Notice that after all items on a purchase
order have been received, the header data field for the received date is automatically
populated.
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Again, let the system do the work for you. If you have 50 line items on this purchase
order and you are receiving, setting up to deliver and and/or to invoice 45 of the
items today, check all three options. Then, make changes to the individual items as
necessary.

Reversing Receiving Activity

Once you have successfully recorded the receiving of line items on a purchase order,
reversing the received activity must be performed if the data related to the items
needs to be changed or if the line items need to be deleted from the purchase order.
This would be necessary if items were flagged as “Received” by mistake or any
number of other reasons.

If you will recall when items were flagged to receive, positive quantity entries were
created in the “Receiving” column of the data browser on the receiving screen. Once
you click the Okay button, the quantities were then transferred to the “received”
column. To reverse this process, instead of clicking on the "flag items" button, you
would click on the "Unflag Items"” button. Once the “Unflag Items” button is
selected, you will have the option to Un-receive and to NOT invoice ALL items on the
purchase order. Ordered quantities that have been received or flagged to invoice will
be inserted into the applicable columns. Or you can manually enter the negative
quantities. Just remember, you must click the “Okay” button to accept the changes.
The negative quantities will update the “received” column. Be aware that if you had
flagged the line items to be delivered and invoiced, you would need to FIRST choose
to un-deliver thru the Delivery Screen. If there are quantities in the “to Deliver” or
“to Invoice” columns that exceed the total of the “Receiving” and “Received” columns
(including both positive as well as negative quantities) you will receive an error
message.

Warehouse Location

Warehouse locations can now be added to the line items of a purchase order for
printing on a Delivery Ticket. The Receiving screen allows for the entry of a
warehouse location for all items on the purchase order by entering the location, then
clicking the “Copy to Detailed Lines” button. Or, you can manually enter data in the
appropriate field for each line item if there are different warehouse locations for
different lines.

Damage Button

You can use M to transfer damaged items to your inventory from the
Receiving or Delivery purchase order transaction screens. First access the correct
transaction screen for the purchase order with the damaged product. Then you
would click button located at the bottom of the screen. The following screen will
appear:

IEE] TeamDesign®
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Transfer Damaged Inventory

Transfer Qky Im

todel Mumber IGSADD?

e

Lite OF Goods |DAMAGED
Canditian I j

Description WMarble top degk

| Transfer | Cancel

TeamDesign® will automatically bring forward the Model #, the Description (both Brief
and Detailed), as well as assign the Line of Goods as “Damaged”. The attributes
associated with this line item will also be carried over to the newly created Inventory
Item. You will need to enter the quantity and condition, and then click transfer. This
will create a record in your TeamDesign® inventory of the line item. This process does
not re-order items, make any general ledger accounting entries, or fill in any of the
data fields in the newly created inventory item's profile.

Delivery

Vendors/ Purchase Orders/ Transactions/ Delivery

wlal alx)

[Exit Window ¥ [15722 joo1-o0001z-00001673

Customer mary smith

Wendar DYNAMIC OFFICE INTERIOERS I P/0 Requires Review

Ship Ta

P HAWTHORNE COM DOCE Comments ;|

ELDCG 1lE
AMSTERDAM MI 45433 LI

Ordered Ack Date Acknowledgement  Original Ship  Current Ship Werified Requested Received Delivered Invaoiced

osszssol [ s [ros0z/00 | 4 I I A

Freight Pra Mumber Containert Warehouse

I I I Copy To Detail Lines |

Line#t | Actualt Ordered

1.00

*To Request| *Received Ca

Item Mumber *Receiving | *Ta Deliver | *Ta lnvoice

k om

<Description:

Freight Charges 0.00 0.00

K 2
Flag Itemns IQnFIagItems Dep Reguest | Delivery Ticket Damage | Okay |
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You may manually fill in quantities to be Delivered in the “To Delivery” column. Or
you can use the mass selection method that will affect all line items not yet received.

Ordered Ack Date Acknowledgement equested  Received Delivered Invoiced
ossesior | v os | Change Status OF ALL Items D A A
Freight Pra Humber Containers

¥ ToPReceive Complete

I I [~ ToDeliver Complete Copy To Detail Lines |

[ Tolnvoice Complete

Ling#t | Actualf |  [tem Number <Descri “Ta Deliver | *Ta lnvoice | *To Reguest| *Received Ca

Freight Charges / 0.00 0.00 0.00

Okay 4 Cancel
A 2
Flag Items I UnFlag ltems I Dep Request |Qeliver}l Ticketl Dramage I Dkay |

If you choose the mass selection, once the “Flag Items” button is selected you will
have the option to Receive, to Deliver, and to Invoice ALL items on the purchase
order. Ordered quantities that have NOT yet been received, delivered, etc. will be
inserted into the applicable columns. Remember this only flags items to be invoiced
if chosen, it does not create the invoice. Also remember you must hit “Okay” to exit
the screen and properly save all changes. Notice that after all items on a purchase
order have been delivered, the header data field for the delivered date is
automatically populated.

Again, let the system do the work for you. If you have 50 line items on this purchase
order and you are receiving, setting up to deliver and and/or to invoice 45 of the
items today, check all three options. Then, make changes to the individual items as
necessary.

Reversing Delivery Activity

Once you have successfully recorded the delivery of line items on a purchase order,
reversing the delivered activity must be performed if the data related to the items
needs to be changed or if the line items need to be deleted from the purchase order.
This would be necessary if items were flagged as “Delivered” by mistake or any
number of other reasons.

If you will recall when items were flagged “To Deliver”, positive quantity entries were
created in the “To Deliver” column of the data browser on the delivery screen. Once
you click the Okay button, the quantities were then transferred to the “Deivered”
column. To reverse this process, instead of clicking on the "flag items" button, you
would click on the "Unflag Items" button. Once the “Unflag Items” button is
selected, you will have the option to Un-receive and to NOT invoice ALL items on the
purchase order. Ordered quantities that have been received or flagged to invoice will
be inserted into the applicable columns. Or you can manually enter the negative
quantities. Just remember, you must click the “Okay” button to accept the changes.
The negative quantities will update the “delivered” column.

I i 15



IEE]TWMW Web Training — Purchase Orders



INSTALLATION PROBLEMS

Should problems arise during the installation that you would like to record in
TeamDesign® you can do so in the installation problems section located under
PROPOSALS, TRANSACTIONS. In order to accurately describe these problems and
track them there is a special table to define codes for such problems. You can find it
under TABLES on the main menu of TeamDesign®.

Adding a Problem Code to the Table

To add new codes to the table, click on the ADD button at the top of the screen.
E‘ File Edit View Tools SmartStuff  Accessories  Window  Help

®|q Bl e[| AR
D escription

cked
DROPFED ITEM

Installation Problem

Prablem Code DPLHAGI h

Description IDamaged

The Problem code can be up to 5 characters in length. It can be alpha or numeric.
This code will be selected on the problem entry window.

The Description field holds the detailed explanation of the code.

Adding Problems to Proposals

From the main screen of TeamDesign® click on PROPOSALS, select TRANSACTIONS
and then INSTALLATION PROBLEMS.

Customers  Wendors  Inwventory Ledger Help

IMaintenance
Projects 3
Proposals 3 Maintenance

Transactions # Transackions » Deposit Requests

Installation Problems k
Invoices

Inquiries 3 Reports 3

Reports Wiew Archive Memo Cost Entry
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This will open the installation problem entry screen.
gFile Edit Wiew Tools SmartStuff  Accessories  Window  Help

®[Q | KRR L NIy

“Linetf| *Code Cusztomer

Problem

Haney A5
First National Bank.

“wirong Color

1

1 |WC First M ational Bank “wirong Color

1 |CRACK | TheLove Boat cracked

1 |DROP Busters Brewing Company, Inc. DROFPPED ITEM

Clicking the ADD icon at the top of this window will open the new problem entry
window.

Installation Problem Entry

Fropozal |“Line “Code Froblem “hiea *Description

g »
Date Propasal I Problem | Lineht  Area

o09-13-02 | | | [0

Brief Dezcription

I ————— 30 characters in length———— |

[
&

Responsible Party I

Here you may begin entering the problem that has occurred. Clicking the ACCEPT
button will clear the screen and a new problem may be entered.

You may also view problems only related to a specific proposal by choosing the
proposal and selecting the installation problems radio button.

PROPOSAL: 15541

- Create/View Documents —Account Inguiry

' Proposal Detail  Detai Led
etail Ledger

" Freight Claims

" Purchase Orders
" Receivables Detail
" Payables Detail

'
(%L Joumal History
Setect | e -ProriE | [ wdies [M| < cancer

" Proposal Detail w/ Confim

= Status M q
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Resolved vs. Unresolved

Once the problem has been resolved, record this information on the installation
problem screen. Here you will find the problem associated with this proposal that
you wish to mark as resolved. Using the scroll bar search for a column heading

labeled RESOLVED. The “*” beside this heading indicates that the column is editable

from this screen. To mark the problem resolved, double click or click and hit enter
on the resolved cell. Placing a date here will reflect that the problem has been
resolved on installation problem reporting.

“Description *Responsible Party “Reported| “Resolved

chair was cracked during inzstallation 074940 (074 3%

NOTE:

Since the Installation problems section within TEAM-DESIGN! is not considered a
transaction, which means they do not affect job costing in any way, there is no way to
institute security for these notes. Anyone with access to view proposals will be able to
see these problems.

Installation Problem Report

The installation problem report can be found on the problem entry screen. Clicking

on FILE and choosini PRINT REPORTS will bring up the report generation screen.
Report Selection

- Select Desired Aeport——————— |~ Data Dptions - Mizcellaneous
| lustdllation Problcas Ll " Resolved Problems " Use Binding Column
¥ UMResolved Claims I™ Use Binding Header
I~ Mew Page On Group

- Select Grouping

I Print Ta Device = l

ISalespersun ¥ - Propo=al j

- Date Selection
From 1080102 T[h\'u |DB-31-02|
g

- REPORT REQUIRES WIDE PAPER
| [

This report lists the problems that were entered between certain dates. It provides
the line number from the proposal, the problem code from the table, the date of
resolution and the problem comments.

-18] TeamDesign®
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Freight Claims

The FREIGHT CLAIMS module of TeamDesign® can be located by clicking on
VENDORS and selecting PURCHASE ORDERS and choosing the FREIGHT CLAIMS
option as shown below.

Vendors Inwentory Ledger Help

Maintenance
! s Maintenance

Create Orders
Change Orders

Transackions 3

Electromic Interfaces »

—
nguiries Acknowledgements
Repaorts

»
Reparks Receiving
— g

Picking this option will open the claims list screen.
gFile Edit Yiew Tools SmartStuff  Accessories  Window Help

o B un [ A

&dd Mew Master F‘jecord w
P 4 Customer

F'lo.p.osal
15051 (002-000001-00001015 CITY DELI AND CATERING
15079 (001-000004-00007091 Baker Brothers, Inc.

158080 020-000002-00007092 Busters Brewing Company, Inc.
15082 020-000003-00001111 General Insurance Co - 5w Region
15083 001-000002-00001143 First M ational B ank.

Adding a new claim is done as in all other areas of TeamDesign® by clicking on the
“add new record” icon. This will open the claim entry screen as shown.

Description | Image: I

- Claim/S ettl t Inf tion
Purchase Order | Freight Pro Mumber [ ate Filed Amant D escription
| 20 3| 1111 [1621016540 jo1-17-01 | 100.00 [table chipped
Wendor Cuztomer Froposal D ate Settled Amaount Description
| 1oo4 | 1ooio |15082 [oi-18-01 | 100,00 |
— Description/C: i
Super Truckin' Compray dropped the table when unloading ;I
[~

Claim Filing Address

Search Vendor Addresses I

STEELEOX
3208 WASHINGTON ST
NEEDLEMIEE. OH 30586

Inspected By Ij oe

Inspection D ate IU 1-17-01
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You may also view claims related to a specific proposal by choosing the proposal and
selecting the Freight Claims radio button.

PROPOSAL: 15541

- Create/¥iew Documents

= Account Inquiry
1P | Detail
oposa ea! . " Detail Ledger
" Proposal Detail v Canfim f :
" Freight Claims
. - " Purchase Orders
tatus g " Receivablss Detail

" Payables Detai
(%L Journal Histary

| SELECT. | PROHLE éuo’:rﬁfs XCANCEL

Reporting
Reporting based on FREIGHT CLAIMS can be found on the same screen as the claims

list. If you click on the FILE menu option and choose PRINT REPORTS the claim

report screen will appear as shown.
Report Selection

— Select Dezired Aeport Data Options ————— [~ Miscellaneous
HEETINLEC S IR S BRE POl j [ Settled Claims [ Use Binding Column
v UMSettled Claims [ Use Binding Header

I Frint To Device j

— Date Selection

From |0g-01-02 Thu (08,3102

Eie SMART - :
T | | (S| (5| [
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