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Sales

SIMMS 8.0 - Sales

SIMMS has many features to help you manage your sales workflow,
such as the ability to create quotes, sales orders, invoices, and to fill
backorders.

In addition, these features are integrated, creating a seamless workflow
that saves you time. For example, you can import a quote into a sales
order and import either a quote or sales order into an invoice. When you
import one document into another, all the information from the original
document is included in the destination document.

Another way to save time is to batch process your invoices. This means
you can create multiple invoices at one time and print multiple invoices
at one time.

When there is insufficient stock of an item for either a sales order or an
invoice, you can backorder that item from those documents. In the
Backorder Manager, you can manage your backorders by creating a
purchase order to replenish your depleted stock and then fill your sales
order or invoice when the stock becomes available.

Creating a Quote

Use SIMMS’ Quotes Manager and Quotes window to create your
Quotes.

From the Quotes Manager you create a blank quote which opens in the
Quotes window. And then, in the Quotes window you enter the details
of your quote such as the customer’s name, and the items you are quot-
ing on.

Create a Blank Quote
The first step in creating a quote is to create a blank quote, in which you
enter the details of your quote.

1. Open the Sales menu, open the Sales submenu, and then click
Quotes Manager.

The Quotes Manager window opens.

2. Click the New icon ' 4.

Your blank quote opens in the Quote window.
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Enter the Header Details for a Quote
After creating a blank quote, you enter the header details for your
quote.

1. In the Quote window, in the Available until date box, select
the date your quote is valid until.

Your quote is valid until the date In the Customer list, select the
shown in the Available until date box. customer your quote is for.

File Edit Teols

Quote MNo. 1 ¥ Draft E - & :} a B | Brandh: main d

®H Header %
Date |07/03/2011 | Customer |K&T Trucking ol §J|_J e P—— <]
Avaiable until | 12/03/2011 hd Additional S
Foreign Cumency ¥ Attention Ta |Chris Evans [~] Comment

Figure 1: Entering the header information for a quote.

2. If you are using a foreign currency for this quote, in the For-
eign Currency list, select the currency.

3. In the Customer list, select the customer your quote is for.
4. In the Attention To list, select your contact at this customer.

5. In the Sales Agent list, select the sales agent responsible for
this quote.

6. In the Header Comment text box, type a comment.

This comment appears on your printed quote.

Add an Item to a Quote

You have entered the header details for your quote, next you add the
items you are quoting on in the Quote window’s grid.

1. In the Quote window’s grid, click in the Item Code field, and
then click the Search icon (3§ that appears.

June 24, 2011 SIMMS 8.0 - Sales



If you click in the Item Code field, the Search icon appears. Click the Search
icon to open the Enhanced Search window. In the Enhanced Search window
you find and retrieve the item you want to add to your quote.

< Details
— " . ; - . . o B | .
[~ Stock Window Item @ a =N +y Override Tax Rates ‘fu Item Sales History | Line ltem 58 Markup Details
: Item Details Section _ Quote Details Section _
#  Ttem Code Item Descript... | UPC UM Manufac... Exp.Date Comment Quantity Std. Price | Discount Markupe | Price
1| IMAC24306 IMac 24+Hnch ... IMAC24... Each = 3.06GH... 1.00  2,700.00 U.UUf\: 2,700.0

|-

[ [ [ e R [ [ ¢

Figure 2: Adding an item to your quote.

The Enhanced Search window opens.

2. Inthe Description text box, type the description for your item,
and then click Find.

Your item is listed in the Enhanced Search window’s grid.
3. Select your item, and then click Retrieve One.

The Enhanced Search window closes. SIMMS enters your item
and its details in the Quote window’s grid.

Tip: There are many ways to enter an item’s details into a quote. For

example, you can scan the item’s UPC code or select the item from the
Stock Window.

In addition, you can type an item’s code or description in the appropriate
fields and then press the Tab key. SIMMS automatically enters the
remaining details for your item in the row.

Often, SIMMS is able to determine which item you want, even if you only
type a portion of your item’s description or code in the appropriate field
and then press the Tab key. If SIMMS is unable to determine the exact
item you want, the Enhanced Search window opens, listing the most
likely candidates.
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Edit the Line Item for a Quote
If required edit your item’s details, such as its quantity or markup per-
centage. See Table 1: Edit an Item’s Details for a Quote.

Table 1: Edit an ltem’s Details for a Quote

Field Explanation

um In this field SIMMS enters your item’s
sales unit of measure. If you have not
defined a specific sales unit of measure
for your item, SIMMS enters your
item’s standard unit of measure as its
sales unit of measure.

Any unit of measure relationship you
have defined for your item is available
in this list.

Manufacturer Lot In this field you can enter a manufac-
turer’s lot for your item. You can either
select the manufacturer’s lot from the
field’s list (if any are available) or type
one in the field.

Exp. Date In this field you select your item’s expi-
ration date from the field’s calendar.

Comment In this field you enter a comment to
include with your item’s details.

If your item has an extended descrip-
tion, SIMMS automatically enters it in
this field. You can edit the extended
description or replace it with a com-
ment.

The item’s extended description/com-
ment appears on your printed quote.

Quantity In this field you enter the quantity of
the item you are selling.

By default SIMMS enters one (1) as
the quantity.

June 24, 2011 SIMMS 8.0 - Sales



Table 1: Edit an Item’s Details for a Quote

Field Explanation

Markup% In this field you add a markup percent-
age for your item.

After changing the markup percentage
for your item, its price (in the Price
field) changes to reflect the adjustment
you made to its markup percent.

Price In this field SIMMS enter the price for
your item.

You can change your item’s price. After
changing your item’s price its markup
percentage (in the Markup% field)
changes to reflect the adjusted you
made to its price.

Enter the Totals Information for a Quote
The Totals pane appears at the bottom of the Quotes window. In this
pane you can add freight costs and a final comment to your quote.

1. In the Totals pane, in the Freight text box, type the freight
charges you want to add to your quote.

2. Inthe Final Comment text box, type a final comment that you
want to add to your quote.

This comment appears on your printed quote.

3. Click the Save icon k.

Override an Item’s Taxes

When you add a customer to the Customer Manager, you assign them a
tax schedule. By default, SIMMS applies the tax rates in your cus-
tomer’s tax schedule to the items you sell them. You can override these
taxes for each item you are quoting on.

1. In the Quote window, select an item that you want to override
its taxes, and then click the Override Tax Rates icon.

The Edit Transaction Line Item Taxes dialog box opens

2. Edit your item’s taxes, and then click Proceed.

SIMMS 8.0 - Sales June 24, 2011 5



Clone a Quote

You can make a copy of an existing quote.
1. Open the Quotes Manager, and then click the Clone Quote
icon | 4.
The Clone Quotes window opens.
2. In the grid, select the quote you want to clone.

3. In the New Quote text box, type a quote number, and then
click Clone.

Your cloned quote opens in the Quote window.

4. If required edit your quote, and then click the Save icon .

Working with Quotes

The Quotes Manager is designed as the entry point from which you per-
form many of the tasks related to working with your quotes. For exam-
ple, from the Quotes Manager you can open an existing quote, print a
quote, or apply a deposit to a quote.

Apply a Deposit to a Quote
1. In the Quotes Manager, select a quote, and then click the

Deposit icon &.
The AR - Deposit window opens.

In the Payment type list, select In the Payment Per Type box, type
your customers payment method. your customer’s deposit amount.

-
% AR - Deposits

r = : 5 .
o New [[] View x Delete E; Save ‘ ’ Frin n Reparts
Customer | &) | AR Document # 54 AR Date 07/03/2011
Additional Boston Mercy Hospital
Payment Type Paymert Per Type Total Paid Use Credit Cumency
, 100.00/% 100.001% 0.00/ Clear
Deposit Account 10200 |[Pi] GL Distribution  Credit Account 11000 AIE Advanced P
Description Checking Account Description Accourts Receivable
Commert Deposit for Quate#1
Deposit Information ® Quote Sales Order - '. - -: S alance

Figure 3: Applying a deposit to a quote.
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2. In the Payment Type list, select your customer’s method of
payment.

3. In the Payment Per Type box, type your customer’s deposit

amount, and then click the Save icon & .

View a Deposit Made on a Quote
You can view the deposit made on a quote in the AR - Deposit window.

¢ Open the Quotes Manager, select the quote that you want to
view the deposit made on it, and then click the Deposit icon

&y,
The AR - Deposit window opens.

The sum of the deposits applied to a quote appears under Quote
Balance.

View an Iltem’s Markup Details

You can view an item’s markup details from the Quotes window. An
item’s markup details include its unit cost, gross margin percentage,
and markup percentage.

This feature is only available if you have the necessary permission
enabled in the User Manager.

To enable this permission go to Administration > User Manager >
User Rights tab > expand Standard > expand Quotes, and then clear
the Hide Cost check box.

To view an item’s markup details do the following step:

¢ In the Quote window, select an item in the grid, and then click
the Markup Details icon.

The Review Markup dialog box opens.

View Quotes Close to Expiring

You can view quotes close to expiring. In Global Settings, you set the
number of days before a quote expires.

To set the how many days a quote expires from the time the quote is
saved, go to Setup > Global Settings > Sales tab, in the Quotes
expire after box, type the number of days before a quote expires.

To view quotes close to expiring do the following steps:
1. Open the Quotes Manager, click the Quotes Close to Expi-
ration icon .

The Quotes Close to Expiration window opens.

June 24, 2011 7



Listed in the window are the quotes that are close to expiring.
2. To view the details of a quote, select the quote, and then click
the View icon 2.

Your selected quote opens in the Quote window.

View an Existing Quote

¢ Open the Quotes Manager, select the quote you want to view,

and then click the View icon ®.

Your selected quote opens in the Quote window.

Print a Quote
1. Open the Quotes Manager, select the quote you want to print,

and then click the Print icon 5.

Your selected quote opens in the Report window.

2. Click the Print icon &2.

Edit a Quote
1. Open the Quotes Manager, select the quote you want to edit,

and then click the View icon ©!.

Your selected quote opens in the Quote window.
2. Click the Edit icon &].

3. Edit your quote, and then click the Save icon k.

Delete a Quote
When you delete a quote the quote is permanently removed from
SIMMS.

1. Open the Quotes Manager, select the quote you want to
delete, and then click the Delete icon $§.

2. SIMMS prompts you to confirm that you want to delete the
quote, click Yes.

3. SIMMS confirms the quote is deleted, click OK.

Creating a Sales Order

Use SIMMS’ Sales Order Manager and Sales Order window to create
your Sales Orders.

June 24, 2011 SIMMS 8.0 - Sales



Cortact  |Frank Smith

Phone

Agent

Tems

Customer |General Motors Place |z| B3 D |_] Advance Exchange ( for RMA transactions )
Additional |GM Place Transaction Date |07/03/2011 | User Defined 1
[+]](=] Due Date 12/03/2011 | User Defined 2
Fax Original Order Mo. User Defined 1
- T Comments
= it Mo
Robert Simms liJ e
PO Mo. 6567190
CUE ONRECEFT BEE Default Location |001-0001 [+]=)
Interest Discount = 5 U <R
- oreign Cumency it ate | 1,.00000
14| Days 2,00 % 7| Days 2,00 % —
Department IZ| x l_J

From the Sales Order Manager you create a blank sales order that
opens in the Sales Order window. And then, in the Sales Order window
you enter the details of your sales order, such as your customer’s name,
and the items you are selling to them.

Create a Blank Sales Order
The first step in creating a sales order is to create a blank sales order in
which you enter the details of your sales order.

1. Open the Sales menu, open the Sales submenu, and then click
Sales Order Manager.

The Sales Order Manager window opens.
2. Click the New icon 4.

Your blank sales order opens in the Sales Order window.

Enter the Header Details for a Sales Order
After creating a blank sales order, you enter the header details for your
sales order.

SIMMS 8.0 - Sales

Figure 4: Entering the header information for a sales order.

1. In the Customer list, select the customer your sales order is
for.

2. In the Contact list, select your contact at this customer.

3. In the Agent list, select the sales agent responsible for this
sales order.

4. Inthe Document # text box, type the document number for the
sales order.

5. In the Default Location list, select the location you want to
take your items from.

The location in this list overrides the default location for your
item. When you enter an item for your invoice, SIMMS replaces

June 24, 2011 9
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the item’s default location, as assigned to it in the Item Man-
ager, with the location you selected from the Default Location
list.

6. If for this sales order you are using a foreign currency, in the
Foreign Currency list, select the currency.

7. In the Department list, select a department.

8. In the Comments text box, type a comment for your sales
order.

This comment appears on your printed sales order.

Enter the Shipping Details for a Sales Order

After entering the header details for your sales order, you enter its ship-
ping details.

1. Click the Shipping tab.

Click the Bypass Shipping Manager check box You can select a alternate bill-to and
to have your sales orders marked shipped. ship-to address for your sales order.

Proposed Receiving Date

Actual Receiving Date 07/03/2011 |

Bill-To Address |select... x|+ | Ship-To Address |select... [
Description  |General Motors Place Description | General Motors Place

S- 200 Griffiths Way City Vancouver S 800 Griffiths Way City Vancouver

g State/Province  |BC B State/Province  |BC

E ZIP/Postal Code |V6B 6G1 E ZIF/Fostal Code |VGB 6G1

g Country Canada g Country Canada

Shipping Method FedEx |Z|

X
B

Ship Account Na 454773962

[«

Figure 5: Entering the shipping information for a sales order.

2. If you want SIMMS to mark your sales order as shipped ounce
it is saved, click the Bypass Shipping Manager check box.
The sales order will not appear in the Shipping Manager.

3. Inthe Proposed Receiving Date, select the date you expect
the items on the sales order to arrive at your customer.

4. In the Shipping Method list, select the shipping method for
the items on the sales order.

5. In the Shipping Account Number text box, type your ship-
ping account number.

6. By default, SIMMS enters your customers primary address for
its bill-to address. To change the bill-to address for this sales

June 24, 2011 SIMMS 8.0 - Sales



order, in the Bill To Address list, select an alternate bill-to
address.

7. By default, SIMMS enter your customers primary address for
its ship-to address. To change the ship-to address for this sales
order, in the Ship To Address list, select an alternate ship-to
address.

Attach a Document to a Sales Order
You can attach a document such as a Microsoft Word file, PDF or image
to your sales orders.

You can also view this document in the Contact Manager’s entry for
your customer (on the Document tab).

To attach a document to a sales order do the following steps:

1. In the Sales Order window, click the Attach tab, and then
click New Document.

The Attach Documents window opens.
2. Click Browse.
The Find File window opens.

3. Locate the document you want to attach to your sales order,
and then click Open.

The Find File window closes.

4. In the Attach Documents window, click Attach, and then
click Upload.

SIMMS attaches your document to your sales order.

Add an Item to a Sales Order

You have entered the header and shipping details for your sales order.
(Optionally, you may have attached a document to your sales order).
Next, you add the items you are selling to your customer to your sales
order.

SIMMS 8.0 - Sales June 24, 2011 11



1. Click in the Item Code field, and then click the Search icon
&5l that appears.

Click in the Item Code field. The Search icon appears. Click the Search icon to
open the Enhanced Search window. In the Enhanced Search dialog box you
find and retrieve the item you want to add to your quote.

“ Details
[T stock Window - Item a @ U? Override Tax Rates 3 Itern Sales History | Line Item % v Markup Details
Item Details Section _ | I
# Item Code Item Description  UPC Alias Location Manufacturer Lot Exp.Date Comment Quantity Back Order Qty
1/ IMAC24306 IMac 244nch : 3... IMACZ... 001-0001 #3.06... 1.00

Figure 6: Adding an item to a sales order.

The Enhanced Search window opens.

2. In the Description field, type the description for your item,
and then click Find.

Your item is listed in the Enhanced Search window’s grid.
3. Select your item, and then click Retrieve One.

Your item’s details are entered in the Sales Order window’s
grid.

Tip: There are many ways to enter an item’s details into a Sales Order.
For example, you can scan the item’s UPC code or select the item from
the Stock Window.

In addition, you can type an item’s code or description in the appropriate
fields and then press the Tab key. SIMMS automatically enters the
remaining details for your item in the row.

Often, SIMMS is able to determine which item you want, even if you only
type a portion of your item’s description or code in the their field and
then press the Tab key. If SIMMS is unable to determine the exact item
you want, the Enhanced Search window opens, listing the most likely
candidates.

Edit the Line Item for a Sales Order

If required, edit your item details, such as its quantity or markup per-
centage. See Table 2: Edit an Item’s Details for Sales Order for the
fields you can edit.

12 June 24, 2011 SIMMS 8.0 - Sales
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Table 2: Edit an Iltem’s Details for a Sales Order

Fields

Explanation

um

In this field SIMMS enters your
item’s sales unit of measure. If you
have not defined a specific sales unit
of measure for your item, SIMMS
enters your item’s standard unit of

measure as its sales unit of measure.

Any unit of measure relationship
you have defined for your item is
available in this list.

Location

In this field SIMMS enters the
default location of your item. It is
from this location that your item is
taken for your sale.

You can change the location your
item is taken from by selecting a new
location in the Location list.

Manufacturer Lot

In this field you can enter a manu-
facturer’s lot for your item. You can
either select the manufacturer’s lot
from the field’s list (if any are avail-
able) or type one in the field.

Exp. Date

In this field you select your item’s
expiration date from the field’s cal-
endar.

Alias

In this field you can select the alias
(name) your customer uses for this
item.

June 24, 2011
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Table 2: Edit an ltem’s Details for a Sales Order

Fields

Explanation

Comment

In this field you enter a comment to
include with your item’s details.

If your item has an extended descrip-
tion, SIMMS automatically enters it
in this field. You can edit the
extended description or replace it
with a comment.

The item’s extended description/com-
ment appears on your printed quote.

Quantity

In this field you enter the quantity of
the item you are selling.

By default SIMMS enters one (1) as
the quantity.

Back Order Qty

In this field you can enter a back-
order quantity for your item. The
backorder quantity is automatically
added to the Back Order Manager.

Service

In this field you can select the ser-
vice order your sales order is associ-
ated to.

Use this field if your sales order is
associated to a service or repair.

To appear in this list, the service
order must be created first.

Markup%

In this field you add a markup per-
centage for your item.

After changing the markup percent-
age for your item, its price (in the
Price field) changes to reflect the
adjustment you made to its markup
percent.

June 24, 2011
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Table 2: Edit an ltem’s Details for a Sales Order

Fields Explanation

Price In this field SIMMS enter the price
for your item.

You can change your item’s price.
After changing your item’s price its
markup percentage (in the Markup%
field) changes to reflect the adjusted
you made to its price.

Enter Details in the Totals Pane of a Sales Order

The Totals pane appears at the bottom of the Sales Order window. In
this pane you can add a freight charge and an extra discount to your
sales order.

1. In the Totals pane, in the Freight text box, type the freight
charge you want to add to your sales order.

2. In the Extra Discount % box, type the percentage of your
extra discount.

The extra discount is taken off the net total.

3. Click the Save icon k.

Override an Item’s Tax Rate

When you add a customer in the Customer Manager, you assign them a
tax schedule. By default, SIMMS applies the tax rates in your cus-
tomer’s tax schedule to the items you sell them. You can override these
taxes for each item on your sales order.

1. In the Sales Order window, select the item that you want to
override its taxes, and then click the Override Tax Rates
icon.

SIMMS 8.0 - Sales June 24, 2011 15
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The Edit Transaction Line Item Taxes dialog box opens.

B 3
% Edit Transaction Line ltem Taxes E@éj

Customer-  Agua Tech Dive Center
ltem Code: |IMAC24306
Description: |Mac 244nch : 3.06GHz

Tax Cede %

Figure 7: Override an item’s taxes.

2. Edit your item’s taxes, and then click Proceed.

Add Additional Information to a Bill of Lading

You can add additional information to your bill of lading, such as the
carrier name, trailer number, and seal number.

Note: Your bill of lading only prints when you save your invoice. You
must import your sales order into your invoice if you want the additional

shipping information you entered to be included in your printed bill of
lading.

1. In the Sales Order window, on the Tools menu, click Addi-
tional Shipping Information.

June 24, 2011 SIMMS 8.0 - Sales
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The Additional Shipping Information dialog box opens.

-
Additional Shipping Information
Pping

W

Order Number 280 Customer  Aqua Tech Dive Center
Bill Of Lading

BOL Number 6 =

Camier Eagle Transport - D

DOT Mo. 123456

Select Request Delivery Date Select Request Delivery Time
Request - Request o -
Delivery Date 07/03/20M E Delivery Time 2:00:00 PM £
Trailer Mumber 789123

Seal Number 123456789

Special

Instructions

Freight Charges | 3rd Party Billing -

Bil To Columbia Holdings

Address 4876 204 Street Langley, BC V3AIC3

Shipped From Warehouse 01 -

—

Figure 8: Adding additional shipping information to a bill of lading.

In the Carrier list, select a carrier.

In the Carrier DOT No. text box, type the Department of
Transport number for the carrier.

In the Request Delivery Date box, select the date you want
the items on your invoice delivered.

In the Request Delivery Time box, enter the time of day you
want the items on the invoice delivered.

In the Trailer Number text box, type the trailer number.
In the Seal Number text box, type the seal number.

In the Special Instructions text box, type any special instruc-
tions you want to appear on the Straight Bill of Lading report.

In the Freight Charges list, select the shipping payment
terms.

If you chose 3rd Party Billing in the Freight Charges list, in
the Bill To text box, type the name of the company paying for

June 24, 2011 17
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the shipping charges, and then in the Address text box, type
their address.

11. In the Shipped From list, select the location the items on the
invoice are shipped from, and then click Save.

Import a Quote into a Sales Order

If you are creating a sales order based on a quote, you can import the
details from the quote into your sales order. This reduces the time
needed to complete your sales order.

1. Open the Sales Order Manager, create a blank sales order.
Your blank sales order opens in the Sales Order window.

2. On the Tools menu, click Import from Quote.
The Find Transaction window opens.

3. Select the quote you want to import into your sales order, and
then click OK.

The details of your imported quote are entered into the sales
order.

4. If required edit your sales order, and then click the Save icon
& on the tool bar.

Working with Sales Orders

The Sales Order Manager is designed as the entry point from which you
perform many of the tasks related to working with your sales orders.
For example, from the Sales Order Manager you can open an existing
sales order, approve a sales order, and view sales orders close to expir-
ing.

Place a Sales Order on Hold
You can prevent a sales order from being imported into an invoice by
placing it on hold.

1. Open the Sales Order Manager, on the Tools menu, click
Sales Order On Hold.

The SO On Hold window opens.

2. In the On Hold column, click the check box for the sales order
you want to place on hold, and then click OK.

To remove the hold on a sales order, clear the check box.
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Manually Close a Sales Order

A sales order is automatically closed when it is fully processed (fully
invoiced). You can manually close an unprocessed or partially processed
sales order.

1. Open the Sales Order Manager, and then click the Close
Sales Order icon i on the tool bar.

The Close Sales Order window opens.

2. In the Closed column, click the check box for the sales order
you want to close, and then click Save.

3. SIMMS prompts you to confirm that you want to close the sales
order, click Yes.

Approve Sales Orders

You can implement an approval process for your sales order. The
approval process requires that a sales order is approved before you can
import it into an invoice.

To enable sales order approval go to Setup > Global Settings > Sales
tab > and then click the Import Approved SO Only check box.

Only users with the status of sales agent can approve a sales order. If
you do not want a sales agent to approve sales orders, you can prevent
the sales agent from accessing the Approve Sales Order window.

To prevent a sales agent from accessing the Approve Sales Order win-
dow, go to Administration > User Manger > User Rights > expand
Standard > expand Sales Order Manager > and then clear the
Access Approve SO check box.

To approve a sales order do the following steps:

1. Open the Sales Order Manager, click the Approve Sales

Order icon | ¢ on the tool bar.

The Approve Sales Order window opens.

% Approve Sales Order \_

In the Approved col- Show All Transactions Purchase Order @ Sales Order
umn, click the check Record Count: 3
box to approve a Approved Order No. Type Date Customer
sales order. =
] 273 SalesOrder 08032011 Aqua Tech Dive C

Figure 9: Approving a sales order.

2. In the Approved column, click the check box for the sales
order that you want to approve, and then click Save.
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View Sales Orders Close to Expiring
You can view a list of sales orders close to expiring. In Global Settings,

you set how many days a sales order expires from the time the sales
order is saved.

To set how many days a sales order expires from the time the sales
order is saved, go to Setup > Global Settings > Sales tab, in the Sales
orders expire after box, type the number of days before a sales order
expires.
1. Open the Sales Order Manager, click the Sales Orders
Close to Expiration icon & on the tool bar.

The Documents Close to Expiration window opens. Listed in
the window are all the sales order close to expiring.

2. To view a sales order, select the sales order, and then click
Details.

Your sales order opens in the Sales Order window.

Create a Purchase Order Based on a Sales Order

Before saving a sales order you can create a purchase order based on
that sales orders. By doing so, you can replenish your stock at the same
time you are depleting it with your sale.

1. Create a sales order, before saving your sales order, on the
Tools menu, click New PO Based on Current SO.

The New Purchase Order dialog box opens.

rNew Purchase Orders @1
Click this option to create multiple
purchase orders based on an item’s | %P
default vendor. I

Create multiple documents based on item’s default vendor

Click this option to add an item to an

existing purchase order or createa | ) Create one document | <New> M2
new purchase order. |
MCIX \
If you are creating a new purchase //
order for a single vendor, select the [ ok | [ cancd
vendor from this list.
b ——— —

Figure 10: Creating a purchase order based on a sales order.

2. Do one of the following steps:

* Click Create multiple documents based on item’s
default vendor.
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Select this option if the items on your sales order are pur-
chased from different vendors. SIMMS creates multiple
purchase orders, one for each of your item’s default vendor.

Your items must have a default vendor assigned to them in
the Item Manager.

Click Create one document. Do one of the following
steps: (a) To add your items to an existing purchase order,
select the purchase order number in the adjacent list; or
(b) to create a new purchase order, leave the list on its
default setting New, and then in the list of vendors (bot-
tom), select the vendor for your item.

3. Click OK.

After you save your sales order, SIMMS creates both a sales
order and a purchase order.

View a Customer’s Balance

In the Customer Balance window you can view a customer’s credit on
file, credit limit, and total amount owing.

1. Open the Sales Order Manager, select the sales order for the
customer whose balance you want to view, and then click the

View icon ® on the tool bar.

Your selected sales order opens in the Sales Order window.

2. On the Customer menu, click Customer Balance.

The Customer Balance window opens.

- 5
MName Credit on File Credit Limit Total Unpaid Remaining Credit
- £0.00 4+ 5400.00 - 5112140 = &72140
Customer Order # Date Total Docume| Unpaid Currency | Due Date Terms
» Rockwell Design 294 03/08/2011 1121.4000 1121.4000 03/08/2011 (null)

Figure 11: Viewing a customer’s balance.

View an Existing Sales Order

*

Open the Sales Order Manager, select the sales order you

want to view, and then click the View icon /# on the tool bar.

Your selected sales order opens in the Sales Order window.

SIMMS 8.0 - Sales
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Print a Sales Order
1. Open the Sales Order Manager, select the sales order you

want to print, and then click the Print icon 52 on the tool bar.

Your selected sales order opens in the Report window.

2. Click the Print icon 52 on the tool bar.

Edit a Sales Order
1. Open the Sales Order Manager, select the sales order you

want to edit, and then click the View icon # on the tool bar.

Your selected sales order opens in the Sales Order window.
2. Click the Edit icon ¥] on the tool bar.

3. Edit your sales order, and then click the Save icon k5 on the
tool bar.

Delete a Sales Order
Deleting a sales order permanently removes the sales order from
SIMMS. You cannot delete a sales order if there is a payment made on
it.
1. Open the Sales Order Manager, select the sales order you
want to delete, and then click the Delete icon 3 on the tool
bar.

2. SIMMS prompts you to confirm that you want to delete the
sales order, click Yes.

3. SIMMS confirms the sales order is deleted, click OK.

Backorders from a Sales Order

You can view backorders created from a sales order in the Backorder
Manager - Sales Order window. From this window, you can replenish
depleted stock by creating a purchase order. And when the stock
becomes available you can fill the backorders on your original sales
order.

List the Iltems that are Backordered from a Sales Order
1. Open the Sales Order Manager, and then click the Back-
order Manager icon .
The Backorder Manager - Sales Order window opens.

2. Click Preview.
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SIMMS lists in the grid the backordered items on your sales
orders.

Create a Purchase Order to Replenish Backorder Quantities
From the Backorder Manager - Sales Order window you can create a
purchase order to replenish your backordered stock.

1. List your backordered items in the Backorder Manager -
Sales Order window.

2. In the Select for PO column, click the check box for the items
you want to purchase, and then click Create PO.

The Reordering Purchase Order window opens.

| hl
i <

Reordering Point
Location Showall  Last Vendor Showall  Category Show all Expired ftems
@ ltems on BackCrder
Reorder List
Item Description | ltem Code |Vendor | Location | Mfg Lot | On-hanc‘ In Transi1 Std UM | On Pq Qtﬂ Purch.U/M
Keyboard 128 Key Del 128KEDDEL Dell 001-0001 7.00 0.00 Each 0.00 23.00 Each
viech dect 6.0 handhel VTECHEOH Dell 002-0001 0.00 0.00 Each 0.00 1.00 Each
4 [ | +
Net Order 662.001% Freight 0.001% Total 662.001%
Purchase Order Information New Number Number: 852 Find J | view J
Document Number: 4567 Order Date  07/03/2011  [E~ Cancel Date  12/03/2011 [~
Vendor  Dell - _| Find Foreign Cumency: :]Clear
Ship Via Ship to Address: - Edit
RN R ——— Print Unreceived | create POs to Default Vendors |
| oDelete | | createpos | | pint | | close |

Figure 12: Creating a purchase order to replenish backordered items.

3. (Optional) In the Qty column, edit the quantity of the items you
are purchasing.

By default, the quantity SIMMS enters in the Qty field is only
enough to fill your backorders. If you want to purchase more
items then what is required to fill your backorders, increase the
quantity in the Qty field.

4. In the Document Number text box, type a document number.
5. Do one of the following steps:

+ If you are purchasing your items from the same vendor, in
the Vendor list, select the vendor, and then click Create
POs.
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+ If you are purchasing your items from different vendors,
click Create POs to Default Vendors.

To purchase items from different vendors, those items
must have a default vendor assigned to them in the Item
Manager.

6. SIMMS prompts you to save your purchase order(s), click Yes.

Fill Backorder Quantities on Your Sales Orders

After stock becomes available, you can fill your backorder quantities on
their original sales orders. After which, you can invoice any of the back-
orderd items that you have filled.

1. List your backordered items in the Backorder Manager -
Sales Order window, and then click Fill BO Qty on SO.

2. SIMMS prompts you to confirm that you want to fill the back-
order quantities on your sales orders, click Yes.

SIMMS removes the backordered quantities on the sales order
and increases its (sales) quantity.

Delete Backorder Quantities on a Sales Order

¢ List your backordered items in the Backorder Manager -
Sales Order window, and then click Delete BO Qty.

SIMMS deletes all the backordered quantities for all items
listed in the Backorder Manager - Sales Order window. To
remove the backorder quantities for only some items, use the
available filtering options to list only those items that you want
to delete their backorder quantities.

You can filter your list of backordered items
by customer, sales order number, and item.

r 3
®N Back Order Manager - Sales Order o | S
[ select Al Customers Select Al Order No. [V] Select All tems |
Aqua Tech Dive Center - |_J 27 v| |<nul> |  Preview

Figure 13: Filtering your list of backorders.

Although you remove the backorder quantities for an item, the
item remains on its sales order, even if it has a zero (sales)
quantity. To remove an item from a sales order, open the sales
order in the Sales Order window, and then delete the item.
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Print Backorder Reports

1. In the Backorder Manager - Sales Order window, choose
one of the available reports and its corresponding options:

e Backorder Fill Report
This report lists items whose backorder quantities have
been filled. You can filter the results of this report by an
initial date and final date. Also, you can order the items on
the report by date (most recent to oldest), customer (alpha-
betical) or items (alphabetical).

* Items on Backorder
This report lists items that are currently on backorder.
You can group the list of backordered items on the report
by customer or item.

 Backorder Status
This report lists backordered items that are on a purchase
order. You can group the list of backordered items on the
report by customer or item.

2. Click Print.

Your selected report opens in the Report window.

3. Click the Print icon 57.

The Detail Discount Grid

The Detail Discount Grid is an optional feature that you can add to the
Quotes window and Sales Order window.

Use the Detail Discount Grid to apply up to three types of discounts to
an item. These discounts are quantity volume discounts, dollar volume
discounts, and sales representative discounts.

The three types of discounts are linked in a hierarchy. This means that
a discount you apply at the top of the hierarchy effects the discounts
below it. The discount hierarchy from top to bottom is quantity volume
discounts (the Qty% and Qty Amount fields), dollar volume discounts
(the $ % and $ Amount), and sales representative discounts (the Sal.
Rep % and Sal. Rep. Amount fields).

When you apply a quantity volume discount (Qty%) to an item, the dis-
count is taken off the item’s price. SIMMS enters the results of this dis-
count into the item’s Qty Amount field. The dollar volume discount ($%)
1s taken off the Qty Amount value. SIMMS enters the results of this dis-
count in the § Amount field. The sales representative discount (Sal.
Rep.%) is taken off the § Amount value. SIMMS enters the results of
this discount in the Sal. Rep. Amount field.
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Because your discounts are linked in a hierarchy, it is important to keep
the correct order of the columns. This ensures there is no confusion
between the relationship of the discounts.

Before you make any discounts to your item, each discount
amount is equal to the amount in the Price field.

Discount Section
Qty % Qty Amount % £ Amount Sal.Rep. % Sal.Rep. Amount Std.Price Price
0.00 2,700,00 0,00 2,700,00 0.00 2,700,00 2700.000000 2,700.00

e

Figure 14: The Discount Section with no discounts applied.

The discounts are linked in a hierarchy. The discounts you apply
to the top of the hierarchy effect the discounts below it,

Discount Section
Qty% Qty Amount £o% £ Amount Sal.Rep. % Sal.Rep. Amount Std.Price Price
2.00 2,646.00 0.00

2,646.00 2,593.08 2700.000000 2,593.08

Figure 15: The Discount Section with discounts applied.

Enable the Detail Discount Grid
1. Open the Setup menu, click Global Settings.

The Global Settings dialog box opens.

2. Click the Sales tab, under Options, click the Use detailed
discount grid check box, and then click Save.

The Detail Discount Grid is added to both the Quotes and Sales
Order window.

Edit an Iltem’s Discounts

Table 3: Discounts Section

Field

aty % In this field you enter the percentage
you want discounted from your item’s
price.

June 24, 2011 SIMMS 8.0 - Sales



SIMMS 8.0 - Sales

Table 3: Discounts Section

Field

Qty Amount In this field you replace your item’s
price with a discounted price.

$% In this field you enter the percentage
you want discounted from your item’s
Qty Amount.

$ Amount In this field you replace your item’s Qty
Amount with a discounted price.

Sal. Rep. % In this field you enter the percentage
you want discounted from your item’s $
% price.

Sal. Rep. Amount In this field you replace your item’s $ %
Amount with a discounted price.

Creating an Invoice

Use SIMMS’ Invoices Manager and Invoice window to create your
invoices.

From the Invoices Manager you create a blank invoice which opens in
the Invoice window. And then, in the Invoice window you enter the
details of your invoice such as your customer’s name, and the items you
are selling.

Create a Blank Invoice
The first step in creating an invoice is to create a blank invoice in which
you enter your invoice’s details.

1. Open the Sales menu, open the Sales submenu, and then click
Invoices Manager.

The Invoices Manager window opens.

2. Click the New icon 4.

Your blank invoice opens in the Invoice window.
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Enter the Header Details for an Invoice
After creating a blank invoice, you enter the header details for your

mvoice.
Customer |General Motors Place |Z| ][] [ Advance Exchange { for RMA transactions )
Additional |GM Place Transaction Date |07/03/2011 |of User Defined 1
— User Defined 2
Cortact |Frank Smith |Z| X][--]| DueDate 12/03/2011 |
Criginal Order Mo, User Defined 1
Fhone Fax Comments
3 — Document MNo.
Agent Robert Simms Em
PO No. 5567190
Tems T _
DUE ONRECEIFT BEE Default Location |001-0001 BB
Interest Discount . c D |Z| <r
- - oreign Cumen ate | 1.00000
14| Days 2,00/ % 7| Days |2.00| * g & —
Depatment |Z| x l_J

Figure 16: Entering the header information for an invoice.

1. On the Header tab, in the Customer list, select a customer.
2. In the Contact list, select your contact at this customer.

3. In the Agent list, select the sales agent responsible for this
invoice.

4. In the Due Date box, select the date payment is required for
your invoice.

5. In the Document # text box, type a document number.

6. Inthe PO # text box, type your customer’s purchase order num-
ber.

7. In the Default Location list, select the location you want to
take your items from.

The location in this list overrides the default location for your
item. When you enter an item for your invoice, SIMMS replaces
the item’s default location, as assigned to it in the Item Man-
ager, with the location you selected from the Default Location
list.

8. Ifyou are using a foreign currency for this invoice, in the For-
eign Currency list, select the currency.

9. In the Department list, select a department.
10. In the Comment text box, type a comment.

This comment appears on your printed invoice.
Enter the Shipping Details for an Invoice

After entering the header details for your invoice, you enter its shipping
details.
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1.

Proposed Receiving Date

Actual Receiving Date

Bill-To Address

07032011 [

Select...

Description  |General Motors Place

Click the Shipping tab.

Shipping Method FedEx |Z|

X
B

Ship Account Na 454773962

[=|x|e=)| | Ship-To Address |sekct... B

Description | General Motors Place

S- 200 Griffiths Way City Vancouver S 800 Griffiths Way City Vancouver

B State/Province  |BC B State/Province  |BC

E ZIP/Postal Code |V6B 6G1 E ZIP/Postal Code |VEB 6G1

g Country Canada g Country Canada
Figure 17: Entering shipping information for an invoice.

2. If you want SIMMS to mark your invoice as shipped ounce it is
saved, click the Bypass Shipping Manager check box.
The invoice will not appear in the Shipping Manager.

3. Inthe Proposed Receiving Date, select the date you expect
the items on the invoice to arrive at your customer.

4. Inthe Shipping Method list, select the shipping method used
for the items on the invoice.

5. In the Shipping Account Number text box, type your ship-
ping account number.

6. By default, SIMMS enters your customers primary address for
its bill-to address. To change the bill-to address for this invoice,
in the Bill To Address list, select an alternate bill-to address.

7. By default, SIMMS enters your customers primary address for
its ship-to address. To change the ship-to address for this
invoice, in the Ship To Address list, select an alternate ship-
to address.

Attach a Document to an Invoice

You can attach a document such as a Microsoft Word file, PDF or image
to your invoice.

In addition, you can also view the same document in the Contact Man-
ager’s entry for your customer (on the Document tab).

To attach a document to an invoice do the following steps:

1. In the Invoice window, click the Attach tab, and then click
New Document.

The Attach Documents window opens.

2. Click Browse.
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The Find File window opens.

3. Locate the document you want to attach to your invoice, and
then click Open.

The Find File window closes.

4. In the Attach Documents window, click Attach, and then
click Upload.

SIMMS attaches your document to your invoice.

Add an Item to an Invoice
You have entered the header and shipping details for your invoice.
(Optionally, you may have attached a document to your invoice). Next,
you add the items you want to invoice.

1. Click in the Item Code field, and then click the Search icon

& that appears.

Click in the Item Code field. The Search icon appears. Click the Search icon
to open the Enhanced Search window. In the Enhanced Search window you
find and retrieve the item you want to add to your invoice.

<« Details
[ Stock Window

= Item Code
1/ IMAC24306

4

Item E

3 a @ % Override Tax Rates @Item Sales History | Line Item * 8 ; Markup Details

_ Item Details Section _ _ | _ T
Item Description | UPC Aliaz Location Manufacturer Lot | Exp.Date Comment Quantity Back Order Qty
IMac 24-nch : 3... IMACZ... 001-0001 # 3.06... 1.00

Figure 18: Adding an item to an invoice.

The Enhanced Search window opens.

2. In the Description field, type the description for your item,
and then click Find.

Your item is listed in the Enhanced Search window’s grid.
3. Select your item, and then click Retrieve One.
Your item’s details are entered in the Invoice window’s grid.

Tip: There are many ways to enter an item’s details into an invoice. For
example, you can scan the item’s UPC code or select the item from the
Stock Window.

In addition, you can type an item’s code or description in the appropriate
fields and then press the Tab key. SIMMS automatically enters the
remaining details for your item in the row.
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Often, SIMMS is able to determine which item you want, even if you only
type a portion of your item’s description or code in the appropriate field

and then press the Tab key. If SIMMS is unable to determine the exact
item you want, the Enhanced Search window opens, listing the most

likely candidates.

Edit the Line Item for an Invoice
If required in the Invoice window’s grid, edit your item’s details, such as
its quantity or markup percentage. See Table 4: Edit an Item’s Details

for an Invoice.

Table 4: Edit an Iltem’s Details for an Invoice

Fields

Explanation

um

In this field SIMMS enters your
item’s sales unit of measure. If you
have not defined a specific sales unit
of measure for your item, SIMMS
enters your item’s standard unit of

measure as its sales unit of measure.

Any unit of measure relationship
you have defined for your item is
available in this list.

Location

In this field SIMMS enters the
default location of your item. It is
from this location that your item is
taken for your sale.

You can change the location your
item is taken from by selecting a new
location in the Location list.

Manufacturer Lot

In this field you can enter a manu-
facturer’s lot for your item. You can
either select the manufacturer’s lot
from the field’s list (if any are avail-
able) or type one in the field.

Exp. Date

In this field you select your item’s
expiration date from the field’s cal-
endar.
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Table 4: Edit an Iltem’s Details for an Invoice

Fields

Explanation

Alias

In this field you can select the alias
(name) your customer uses for this
item.

Comment

In this field you enter a comment to
include with your item’s details.

If your item has an extended descrip-
tion, SIMMS automatically enters it
in this field. You can edit the
extended description or replace it
with a comment.

The item’s extended description/com-
ment appears on your printed quote.

Quantity

In this field you enter the quantity of
the item you are selling.

By default SIMMS enters one (1) as
the quantity.

Back Order Qty

In this field you can enter a back-
order quantity for your item. The
backorder quantity is automatically
added to the Back Order Manager.

Service

In this field you can select the ser-
vice order your sales order is associ-
ated to.

Use this field if your sales order is
associated to a service or repair.

To appear in this list, the service
order must be created first.

Markup%

In this field you add a markup per-
centage for your item.

After changing the markup percent-
age for your item, its price (in the
Price field) changes to reflect the
adjustment you made to its markup
percent.
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Table 4: Edit an Iltem’s Details for an Invoice

Fields

Explanation

Price

In this field SIMMS enter the price
for your item.

You can change your item’s price.
After changing your item’s price its
markup percentage (in the Markup%
field) changes to reflect the adjusted
you made to its price.

Enter Details in the Totals Pane of an Invoice
The Totals pane appears at the bottom of the Invoice window. In this
pane you can add a freight charge and an extra discount to your invoice.

1. In the Totals pane, in the Freight text box, type the freight
charge you want to add to your invoice.

2. In the Extra Discount % box, type the percentage of your
extra discount.

The extra discount is taken off the net total.

3. Click the Save icon k.

Assign Serial Numbers to an ltem on an Invoice

If you use serial numbers, you typically assign a serial number to your
serialized items on your invoice. This requires that you select the serial
number that you entered into SIMMS for your item when it was first
received into inventory. If your item’s serial number is not entered into
SIMMS, you can enter its serial number at the invoicing stage.

1. In the Invoice Window, click the SN icon &.

The Serial Number Manager opens.

2. Do one of the following steps:

Under Serial Number, in the select column click the
check box for the serial number you want to assign to your
item.

If your serial number is not listed, click the Insert link
(bottom left). SIMMS adds a row to the grid. In the SN
field type your item’s serial number.

3. Click the Save Serial Numbers link.

SIMMS 8.0 - Sales
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Override an Iltem’s Tax Rate

When you add a customer in the Customer Manager, you assign them a
tax schedule. By default, SIMMS applies the tax rates in your cus-
tomer’s tax schedule to the items you sell them. You can override these

taxes for each item on your invoice.

1. In the Invoice window, select the item that you want to over-

ride its taxes, and then click the Override Tax Rates icon.

The Edit Transaction Line Item Taxes dialog box opens.

-
#% Edit Transaction Line Item Taxes

=B |

Customer:  Agua Tech Dive Center
ltem Code: |IMAC24306
Description: [Mac 24-nch : 3.06GHz

Tax Code %

Figure 19: Override an item’s taxes.

2. Edit the taxes for your item, and then click Proceed.

Add Additional Details to a Bill of Lading

You can add additional details to a your bill of lading, such as the car-
rier name, trailer number, and seal number.

As well, in the Invoice window, the information you enter in the Docu-
ment No text box appears in the Order No field of your bill of lading and
on your invoice. The information you enter in the User Defined 1 text
box appears in the Shipment No field of your bill of lading.

1. In the Invoice window, on the Tools menu, click Additional

Shipping Information.

June 24, 2011
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The Additional Shipping Information dialog box opens.

-
Additional Shipping Information
Pping

e

Crder Number 280 Customer Aqua Tech Dive Center
Bill Of Lading

BOL Mumber 6 =

Camier Eagle Transport - D

DOT No. 123456

Select Request Delivery Date Select Request Delivery Time
Request - Request o .
Delivery Date 07/03/201 Ev Delivery Time 2:00:00 PM %
Trailer Number 789123

Seal Number 1234R6729

Special

Instructions

Freight Charges | 3rd Party Biling -

Bill To Columbia Holdings

Address 4876 204 Street Langley, BC V3AC3

Shipped From Warehouse 01 -

e

Figure 20: Adding additional shipping information to a bill of lading.

In the Carrier list, select a carrier.

In the Carrier DOT No. text box, type the Department of
Transport number for the carrier.

In the Request Delivery Date box, select the date you want
the items on your invoice delivered.

In the Request Delivery Time box, enter the time of day you
want the items on the invoice delivered.

In the Trailer Number text box, type the trailer number.
In the Seal Number text box, type the seal number.

In the Special Instructions text box, type any special instruc-
tions you want to appear on the Straight Bill of Lading report.

In the Freight Charges list, select the shipping payment
terms.

If you chose 3rd Party Billing in the Freight Charges list, in
the Bill To text box, type the name of the company paying for
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the shipping charges, and then in the Address text box, type
their address.

11. In the Shipped From list, select the location the items on the
invoice are shipped from, and then click Save.

Import a Sales Order or Quote into an Invoice

If you are creating an invoice based on a quote or sales order, you can
import the details from the quote or sales order into your invoice. This
reduces the time needed to complete your invoice.

1. Open the Invoice Manager, and then create a blank invoice.
Your blank invoice opens in the Invoice window.
2. Click the Tools menu, and then do one of the following steps:

*  Click Import from Quote. The Find Transaction window
opens. In the grid, select the quote you want to import into
your invoice, and then click OK.

*  Click Import from Sales Order. The Find Transaction
window opens. In the grid, select the sales order you want
to import into your invoice, and then click OK.

The details of your imported document are entered into your
blank invoice.

3. If required edit your invoice, and then click the Save icon k.

Working with Invoices

The Invoices Manager is designed as the entry point from which you
perform many of the tasks related to working with invoices. For exam-
ple, from the Invoices Manager you can open an existing invoice, view
an invoice close to expiring, or batch process invoices.

Batch Process Invoices
You can generate invoices for multiple sales order at the same time.
1. Open the Invoices Manager, and then click the Batch

Invoicing icon - .
The Batch Invoicing window opens.
You can filter your sales orders by date (All Sales Orders), or
list only those sales orders that are partially filled (Partially
Filled Sales Orders). If you select the option Partially Filled
Sales Orders, in its adjacent list, SIMMS enters the sales

orders that are partially invoiced. You can select all or some of
the sales orders in the list.
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In conjunction with your two filter options, you can click the
Use Stock Verification check box to have SIMMS only list the
sales orders that have available stock to fill them.

Click Use Stock Verification to ensure
you only invoice sales orders that
have available stock to fill them.

,

You can list your sales orders s oy o o From |21/03/2011 W To [z7/03/011 ]

filtered by date, or only sales -

orders that are partially filled. ||| Z Farialy Filed Sales Onders 4 000 _
[[] Use Stock Verfication : Generate

Figure 21: Batch invoicing your sales orders.

2. Click Generate.

Your invoices are listed in the Batch Invoicing window’s grid.

3. Click Proceed.

SIMMS generates an invoice for each sales order listed in the
dialog box.

Print an Invoice

1. Open the Invoices Manager, and then select the invoice you
want to print.

2. Click the Print icon 57.

Your invoice opens in the Report window.

3. Click the Print icon 7.

Batch Print Invoices
You can print multiple invoices at the same time.

1. Open the Invoices Manager, and then click the Invoice
Printing Manager icon /4.

SIMMS 8.0 - Sales June 24, 2011 37



38

The Invoice Printing Manager Opens.

Filter your list of invoices Click Generate to list
with these options. your invoices.
¥ Invoice Printing Manager ‘ E@J&J
File  Select
Filter by client -

[ Fiteer by cliert type
[ Fitter by sales agent
— [] Fitter by Made In Al

@ Date Fiter: From 071272010 ~ To 07/03/2011 ~«
() Invoice Number:  From To
() Batch: [ Include Printed Invoices Generate_I

Figure 22: Printing multiple invoices at the same time.
2. (Optional) Filter your list of invoices by client, sales agent,
invoice number, and so on.

An explanation of the Batch filter option: Each time you batch
print your invoices, those invoices are assigned a batch num-

ber. You can filter your invoices by their batch number, so only
those invoices with the same batch number display in the grid.

3. Click Generate.

SIMMS list your invoices in the Invoice Printing Manager’s
grid.

4. Do one of the following steps:

* To print only some of the invoices listed, in the Select For
Printing column, click the check box for the invoices you
want to print, and then click Print.

* To print all the invoices listed, on the Select menu, click
All for Printing, and then click Print.

Your selected invoices open in the Report window.

5. Click the Print icon 57.
6. After you have printed your invoices close the Report window.

7. SIMMS prompts you to confirm that your invoices printed cor-
rectly. Do one of the following steps:

* C(Click Yes.

* Click No. SIMMS prompts you to select the invoices that
did not print correctly. Click OK. In the Reprint column,
click the check box for the invoices you want to print, and
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then click Print. Your invoices open in the Report window.
Click the Print icon 59.

View an Existing Invoice
¢ Open the Invoices Manager, select the invoice you want to

view, and then click the View icon 2|

Your selected invoice opens in the Invoice window.

Edit an Invoice
1. Open the Invoices Manager, select the invoice you want to
edit, and then click the View icon 2.

Your selected invoice opens in the Invoice window.

2. Click the Edit icon §].

3. SIMMS prompts you to confirm you want to re-open your
invoice, click Yes.

4. SIMMS displays a message that the items on the invoice will be
returned to inventory, click Yes.

5. Edit your invoice, and then click the Save icon .

Process a Customer’s Return

You can process a customer’s return in the Invoice window. After com-
pleting the return, your customer’s account is credited the charge on the
invoice and the items are placed back into inventory.

Note: To process a return where the item requires repairs use the Service
and Returns Manager.

To process a customer’s return in the Invoice window do the following
steps:

1. Open the Invoices Manager, select the invoice which has the
items your customer is returning, and then click the View icon

<

2.

Your selected invoice opens in the Invoice window.

2. Click the Return Document icon LJ.

3. SIMMS prompts you to confirm you want to return the items on
the invoice, click Yes.
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SIMMS creates a credit memo. This document looks the same
as your original invoice, but the charges have a negative value.

I %, Totals
fromGmes | G| % | | A | TmmTen | el
PartyRate | 100000 | | g s | 7 | | GedTe | 112140
Net Total | s00.00 | |p s | [0 || 7o EdmDscountn [ 8d
Freight | -20.00 (3 (mi =)
0 |l adl
—_— 0

Figure 23: Totals for a returned item have a negative value.

4. If your customer is returning only some of the items on the
invoice, delete the items from the grid your customer is not
returning, leaving only the items the customer wants to return.

5. Click the Save icon .

SIMMS creates a credit memo for the items returned and cred-
its your customer’s account.

View a Customer’s Balance
In the Customer Balance window you can view a customer’s credit on
file, credit limit, and total amount owing.

1. Open the Invoices Manager, select the invoice for the cus-
tomer whose balance you want to view, and then click the View

icon @.
Your selected invoice opens in the Sales Order window.
2. On the Customer menu, click Customer Balance.

The Customer Balance window opens.

r bl
% Curomer soerce | e

MName Credit on File Credit Limit Total Unpaid Remaining Credit
Rockwell Design - £0.00 + 5400.00 - 8112140 = 72140

Customer |Order# | Date |T-Dta| DDcurne| Unpaid |Curnanc:5.r | Due Date |Terrns
Rockwell Design 294 03/08/2011 1121.4000 1121.4000 03/08/2011 (nwll)

Figure 24: Viewing a customer’s balance.
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Void an Invoice

Unlike a deleted invoice, an invoice that is voided remains in SIMMS.
The invoice is given the status of void.

1.

Open the Invoices Manager, select the invoice you want to
void, and then on the File menu, click Void.

SIMMS prompts you to confirm that you want to void this
invoice, click Yes.

The Date Selection dialog box opens.

By default the current date is set as the date for the credit
memo, change the date if required, and then click Save.

SIMMS displays a question, asking if you want to create a new
invoice based on the invoice you are voiding. Click either Yes or
No.

SIMMS displays a question, asking if you want to add an extra
charge to the credit memo. Do one of the following steps:

* Click Yes. A dialog box opens. In the Select Misc.
Charge Item list, select the charge you are adding to the
credit memo, and then in the Quantity list, select its
quantity. Click Save. SIMMS displays a question asking
you to confirm that you want to save the charge, click Yes.

* Click No.
A prompt displays confirming the invoice is voided, click OK.
SIMMS assigns the status of void to the invoice.

SIMMS creates a credit memo and credits your customers
account.

Delete an Invoice

Deleting an invoice permanently removes the invoice from SIMMS. All
the items on the invoice are returned to inventory. You cannot delete an
invoice if there is a payment made on it. In this case, you need to void
the invoice.

Caution: To avoid loss of critical data and audit trail, it is recommended
that you do not delete an invoice. Instead, void your invoice or return the
items on the invoice.

To delete an invoice do the following steps:

1.

Open the Invoices Manager, select the invoice you want to
delete, and then click the Delete icon €.

SIMMS prompts you to confirm that you want to delete the
invoice, click Yes.
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& Quick Issue

3. SIMMS confirms the invoice is deleted, click OK.

Create a Quick Issue

In addition to creating an invoice from the Invoices Manager, you can
create an invoice in the Quick Issue window.

1. Open the Sales menu, open the Sales submenu, and then click
Quick Issue.

The Quick Issue window opens.

Customer

Transaction Type lssus

Transaction Date

Documert Number

o 407 Location  001-0001 ¥

. 25FLDELL =
Chrystal Springs b tem 25FLDELL
27/03/2011 @ Quantity 1002

QR 542 Value 450005 [Each | Add

| Cliert

v EEEEETES 25 montor Del .. | 25FLDELL

Location

_hern Des_g. ftem Code ___UF‘C 17
| o01-0007

_ Doc. Date _ Doc. No.
| 27/03/2011 6:25... |

42

Figure 25: Creating a quick issue.

2. In the Client list, select your customer.

3. By default, SIMMS enter the current date in the Transaction
Date box. If you want to change the transaction date, select a
date from the date box’s calendar.

In the Agent list, select the agent responsible for this invoice.
In the Document Number text box, type a document number.

In the Item list, select the item you are invoicing.

N e ov A

In the Quantity box, type the quantity of the item you are
invoicing, and then click Add.

8. Ifrequired add more items to your invoice, and then click Save.

Backorders from an Invoice

You can view backorders created from an invoice in the Backorder Man-
ager - Invoice window. From this window, you can replenish depleted
stock by creating a purchase order. And when stock becomes available
you can fill your backorders on their original invoice.
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List Backorders in the Backorder Manager
1. Open the Invoices Manager, and then click the Backorder

Manager icon (.

The Backorder Manger - Invoice window opens.
2. Click Preview.

SIMMS lists your backordered items in the grid.

Create a Purchase Order

From the Backorder Manager - Invoice window you can create a pur-
chase order to replenish your backordered stock.

1. List your backordered items in the Backorder Manager -
Invoice window.

2. In the Select for PO column, click the check boxes for the
items you want to purchase, and then click Create PO.

The Reordering Purchase Order window opens.

| hl
ooy i - s

Reordering Point
Location Show all  Last Vendor Showall  Category Show all Expired ftems
@ ltems on BackCrder
Reorder List
Item Description | ltem Code |Vendor | Location | Mfg Lot | On-hanc‘ In Transi1 Std UM | On Pq Qtﬂ Purch.U/M
Keyboard 128 Key Del 128KEDDEL Dell 001-0001 7.00 0.00 Each 0.00 23.00 Each
viech dect 6.0 handhel VTECHEOH Dell 002-0001 0.00 0.00 Each 0.00 1.00 Each
4 [ | +
Net Order 662.001% Freight 0.001% Total 662.001%
Purchase Order Information New Number Number: 852 Find J | view J
Document Number: 4567 Order Date  07/03/2011  [E~ Cancel Date  12/03/2011 [~
Vendor  Dell - _| Find Foreign Cumency: :]Clear
Ship Via Ship to Address: - Edit
Lk l < l > l ] J Print Unreceived | create POs to Default Vendors |
| oDelete | | createpos | | pint | | close |

Figure 26: Creating a purchase order to replenish backordered items.

3. (Optional) In the Qty column, edit the quantities of the items
you are purchasing.

By default, the quantity SIMMS enters in the Qty field is only
enough to fill your backorders. If you want to purchase more
items then what is required to fill your backorders, increase the
quantity in the Qty field.

4. In the Document Number text box, type a document number.
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5. Do one of the following steps:

+ If the items you are purchasing comes from the same ven-
dor, in the Vendor list, select the vendor, and then click
Create POs.

+ If the items you are purchasing comes from different ven-
dors, click Create POs to Default Vendors.

If you are purchasing items from different vendors, the
items you are purchasing must have a default vendor set
for them in the Item Manager.

6. SIMMS prompts you to save your purchase order(s), click Yes.

Create an Invoice for Backordered Items

After you have replenished your depleted stock, you can invoice your
backordered quantities from the Backorder Manager - Invoices window.

Note: You can create only one invoice for one customer at a time. Because
SIMMS automatically enters available fill quantities for all customers,
you need to reset the fill quantity to zero (0) for all other customers but
the one you want to create an invoice for.

1. List your backordered items in the Backorder Manager -
Invoices window.

2. Ifrequired, set the fill quantity to zero (0) for all the customers
you are not creating an invoice for at this time.

3. Click Create Invoice.

SIMMS creates an invoice for your customer.

Delete Backorder Quantities on an Invoice

¢ List your backordered items in the Backorder Manager -
Invoice window, and then click Delete BO Qty.

SIMMS deletes all the backordered quantities for all items
listed in the Backorder Manager - Invoice window. To remove
the backordered quantities for only some items, use the avail-
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able filtering options to list only those items that you want to
delete their backordered quantities.

You can filter your list of backordered items
by customer, sales order number and item.

% Back Order Manager - Sales Order o o S|

||:| Select All Customers
Agua Tech Dive Center

[] Select All Order Mo. [7] Select All kems |

'I;J |.an|"} | | Preview

SIMMS 8.0 - Sales

Figure 27: Filter your list of backordered items.

Although you remove the backordered quantities for an item,
the item remains on its invoice. To remove an item from an
invoice, open the invoice in the Invoice window, and then delete
the item.

Print Backorder Reports

1. In the Backorder Manager - Invoice window, choose one of
the available reports and their corresponding options:

 Backorder Fill Report
This report lists items whose backorders quantities have
been filled. You can filter the results of this report by an
initial date and final date. Also, you can order the listed
items by date (most recent to oldest), customer (alphabeti-
cal) or items (alphabetical).

* Items on Backorder
This report lists items that are currently on backorder.
You can group the list of backordered items by customer or
item.

 Backorder Status
This report lists backordered item’s that are on a purchase
order. You can group the list of backordered items by cus-
tomer or item.

2. Click Print.

Your selected report opens in the Report window.

3. Click the Print icon 57.

Insufficient Stock for a Sales Order or an Invoice

When an item’s quantity (Quantity field) on either a sales order or
invoice is greater than what is in stock for that item, SIMMS prompts
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you that there is insufficient stock on-hand for your transaction. If you
choose to proceed (that is you click Yes) the Quantity Alert dialog box

opens.

You have three
options in the

Quantity Alerts |

dialog box.

You have three option in the Quantity Alert dialog box:

Quantity Alert

The amount entered exceeds the quantity on-hand

Quantity Onhand: 9 UM )
Quantity Issued: 14 o U/M
Quantity on BackOrder: 0 UM

Putthe exceeded quantity on Back Order
No modification - will cause a negative stock amount
Change the Quantity Issued = Quantity Onhand

You can change the
quantity you issued
to equal the quantity
you have onhand. To
do this click the
Change the Quantity
Issued = Quantity
Onhand option.

Figure 28: Choosing the available options in the Quantity Alert dialog box.

Put the exceeded quantity on backorder

Click this option to backorder your insufficient stock.

No modification - will cause a negative stock amount
Click this option if you do not want to change the quantity on
your transaction. This creates a negative on-hand stock value.

Change the Quantity Issued = Quantity Onhand
Click this option to change the quantity on your transaction to
the quantity you actually have available in stock. SIMMS does

not place any items on backorder.

If you choose not to proceed (that is you click No), return to the Sales

Order or Invoice window (depending on the your transaction type), and
then in the Quantity field reduce your item’s quantity until it is equal to
or less than your on-hand quantity.

The Sales Project Manager

The Sales Project Manager is designed to track sales orders for a proj-
ect. Use the Sales Project Manger if you issue multiple sales orders at
different stages of a project.

In the Sales Project Manager you create a sales project. Within each
sales project you add your sub-projects (think of your sub-projects as
stages of your sales project). You then assign sales orders to your sub-
projects. As you progress through your project you can close each sub-
project to indicate what has and what has not been done.

June 24, 2011

SIMMS 8.0 - Sales



Create a Sales Project

1. Open the Sales menu, open the Sales submenu, and then click

Sales Project Manager.

The Sales Project Manager dialog box opens.
2. Click New Project.

The Project Manager dialog box opens.

% Project Manager il @

Proj. Code: 3442

Description:  Extend Truck Bay
Customer:  K&T Trucking hd

Start Date: 03/03/2011 ~ [[] Close

| Save

Figure 29: Entering your project information.

3. In the Proj. Code text box, type a project code.

4. In the Description text box, type a description for your proj-

ect.

5. In the Customer list, select the customer your project is for.

6. In the Start Date box, select a start date.
By default, SIMMS enters the current date.
7. Click Save.

Add a Sub-Project to a Project

1. Inthe Sales Project Manager dialog box, click the project you

want to add a sub-project to.
2. Click New Sub Project.
The Project Manager - Subproject dialog box opens.

¥ Project Manager: 3442 ~ Subproject @

Proj. Code: 3447 34421234

Description: | Foundation

Start Date: 07/03/2011 « [] Close

| Save

Figure 30: Adding a sub-project to a project.

3. In the Proj. Code text box, type your sub-project’s code

SIMMS 8.0 - Sales June 24, 2011
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4. In the Description text box, type a description for your sub-
project, and then click Save.

Create a Sales Order for a Sub-Project

1. In the Sales Project Manager dialog box, click a sub-project
to select it, and then click New SO.

A blank sales order opens in the Sales Order window.

2. Complete your sales order, and then click the Save icon k.

Assign a Sales Order to a Sub-Project

1. Inthe Sales Project Manager dialog box, click the sub-project
you want to assign a sales order to.

2. Click Assign SO.
The Find Transaction window opens.

3. Select the sales order you want to assign to your sub-project,
and then click OK.

Your sales order is assigned to your sub-project.

Edit an Assigned Sales Order

1. Inthe Sales Project Manager dialog box, click a sub-project’s
sales order, and then click Open.

Your sales order opens in the Sales Order window.
2. In the Sales Order window, click the Edit icon %].

3. Edit your sales order, and then click the Save icon k.

Add a Note to a Project or Sub-Project

1. In the Sales Project Manager dialog box, click either a proj-
ect or sub-project, and then click Add Notes.

The Add Notes window opens.

2. In the Add Notes window, click the New icon 4.
The New Note window opens.

3. In the New Note window, in the Description text box, type a
description for your note.

4. Do one of the following steps:
* In the text box, type your note.

* Click Load File. In the Open dialog box, locate the text
file you want to add to your note, and then click Open.
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5. Click Save.

Close a Project, Sub-Project or Sales Order
You cannot close a project when it has an open sub-project. You need to
close your sub-projects first.

¢ In the Sales Project Manager dialog box, click either a proj-
ect or sub-project, and then click Change Status to Closed.

The text for your closed project or sub-project turns red. A
closed sales order is removed from the Sales Project Manager.

View Projects or Sub-Projects that are Closed

¢ By default you can only view projects and sub-projects that are
open. To view projects or subprojects that are closed, in the
Sales Project Manager dialog box, clear the Incomplete
check box, and then click Refresh Projects.

The text for your closed project and sub-projects displays in red.

Reopen a Sub-Project or Sales Order

¢ Inthe Sales Project Manager dialog box, click either a closed
project or sub-project (the text is red), and then click Change
Status to Open.

The text for your reopened project or sub-project displays in
black.

Print the Project Manager Report

The Project Manager Report, lists your project information, sub-project
information, the sales order assigned to a sub-project and the items on
the sales order.

¢ In the Sales Project Manager dialog box, click a project, and
then click View/Print.

Delete a Project or Sub-Project

¢ In the Sales Project Manager dialog box, click either a proj-
ect or sub-project, and then click Delete.

You cannot delete a project if there is an open sub-project below
it. And, you cannot delete a sub-project if there is an open sales
order below it.
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Sales Order Item Re-Allocation

For unfilled sales orders, you have the option to draw the items on the
sales order from different locations/manufacturer’s lots. You do this in
the SO Item Re-Allocation window.

Re-Allocate an Item on a Sales Order

1. Open the Sales menu, open the Sales submenu, and then click
Sales Order Item Re-Allocation.

The Sales Order Item Re-Allocation window opens.

2. Under Unfulfilled Orders, select an item on the sales order.

-

| Oﬂierlln. 272 - unfulfilled items

Code Descnpton Manufactur... UM Location On Order Qty UnﬁJIﬂﬂEd Qty Re-allocated Qty
s T e T e T T I T
Shod< Available
-Q . Location . Re-Allocate Qty . Available Qty : Manufacturer Lot
2 :001-0001 . D.DD. 4.00.08;’20}2010 -16
002-0001 0.00 1.00 09/10/2010 - 137
.002—0001 0.00 1.00 09/10/2010 - 138
.002—0001 0.00 1.00 09/20/2010 - 172
002-0001 0.00 4,00 09/23/2010 - 134

Figure 31: Re-allocating an item on a sales order.

3. Click the Plus Sign to view the other locations where stock is
available for your item.

The plus sign appears dimmed if there no stock for your item in
a listed location.

4. For any location/manufacturer’s lot, In the Re-Allocate Qty
field, type the quantity of the item that you want to take from
this location.

5. Click Automatic allocation, and then click Save Changes.

SIMMS changes the location/manufacturer’s lot from which
your item is taken on the original sales order.

Sales Reports

SIMMS has many reports related to sales. You can view all these
reports from the Reports Center.

View Sales Reports

1. Open the Reporting menu, open the Reports Center sub-
menu, and then click Reports Center.
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The Reports Center window opens.
2. On the View Reports tab, click Sales.
A tree menu listing the sales reports appears.
3. Click on any of the report names, and then click Display.

Depending on the report you select one of two things happens.
A dialog box displays in which you select your report options
and then generate the report. Or a window displays. This win-
dow is normally part of a process in which the report is part of.
For example, if you click the Fulfillment Recalculation Report
and then click Display, the Fulfillment Manager opens. This is
because the Fulfillment Recalculation Report is used as part of
the fulfillment process.

Descriptions for Some Reports

Table 5: A Sample of Available Sales Reports lists a some of the reports
available in the Report Center and a description of the reports.

Table 5: Sample of Available Sales Reports

Report Description
Gross Margin by Sales Use this report to view a sales
Agents agents total sales and average

gross margins. You can generate a
report for quotes, sales orders, and
invoices.

You can filter your report by cus-
tomer, item, date, and so on.

Sales agents can generate a Gross
Margin by Sales Agent report for
themselves, but not for other sales
agents.

A sales administrator can generate
this report for any sales agent.

Sales Analysis Report Use this report to view a graph of
your daily, weekly, and monthly

sales amount.

You can filter this report by date,
category, and item.
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Table 5: Sample of Available Sales Reports

Report Description

Sales Summary Report Use this report to view the total
sales amounts by transactions,
customers, or customers and the
items they purchased.

You can filter this report by date,
customer, and sales agents.

Top 10 Items Report Use this report to view a graph of
the top 10 best and worst selling

inventory items. The report list the
items with their total sales
amount.

Top 20 Customers Report Use this report to view your top 20
customers and your total sales and

profit for each customer.

Restrict Access to a Sales Report
Because reports may contain confidential information, you have the
option to restrict access to them.

1. Open the Administration menu, and then click User Man-
ager.

2. In the list of users (leftmost), click the user for whom you want

to restrict access to a report, and then click the Edit icon T].
3. Click the User Rights tab.
4. In the tree menu, expand Reports, and then expand Sales.

5. In the Access Rights column, clear the check box for the
report you do not want the user to see.

6. Click the Save icon &.

Order Picking

Use SIMMS’ order picking tool to record and process the picking of
transfers, sales orders, and invoices.

In the Order Picking window you record the details of the items you
pick. You enter these details either manually or with a barcode scanner.
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Choose a Transaction Type

1. Open the Sales menu, open the Sales sub-menu, and then click
Order Picking.

The Order Picking window opens.

Document ) Invoice Complete Plcked F‘artlal Plcked Lin-| Plcked

Type : i
\J Sales Order | Open J [ Ttem Code Descm:bnn | Location Quan'ﬂt\-' Pick Qty

. 2. Pick Ttem | +/ 25FLDELL 25" monito... 25FLDELL Each 001-001

Figure 32: Order picking.
2. Under Transaction Selection, choose the type of document
whose items you want to pick.

For example, if you want to pick the items on an invoice, choose
Invoice as your document type.

3. Click Open.
The Find Transaction window opens.

4. Select the document whose items you want to pick, and then
click OK.

The Find Transaction window closes.

Manually Enter an Item’s Details

1. Return to the Order Picking window. In the Select item list,
select the item you want to pick.

2. In the UM, list select the unit of measure for your item.

3. In the Quantity box, type the quantity of the item you are
picking.

4. In the Mfr. Lot list, select the item’s manufacturer’s lot.

5. In the Location list, select the location from which you are
picking your item.
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6. If your item is serialized, a list of available serial numbers are
listed in the Serials box. Click the check box for the serial
number of the item you are picking.

®N Order Picking

1. Transaction Selection

Document

Tas &) Invoice

) Sales Order | Open...
) Transfer

2. Pick Ttem

Select ftem |25FLDELL [l
] stock |25FLDELL

UM |Each d|  Cuantity 4.00 &5
Mfr. Lot od
Location |001-001 ol

Serials |/l DM35212 -
[Jan | om3s213
| DM36214
/| DM36215
DM36216
DM36217
DM36218

Figure 33: Selecting your item’s serial numbers.

7. Click Pick Selection.

Scan an Item’s Details

1. In the Order Picking window, under Barcode Scan (bottom
left), click the check box for the type of barcode you want to
scan, and then click inside the adjacent text box.

2. Scan your item’s barcode.

Your code appears in the text box where you placed your curser.
And your item’s information is entered in the appropriate fields
under Pick Items.

Depending on the type of barcode you scanned (UPC, serial
number, or 2D) and the information it contains, you may need
to manually enter some of your items details.

3. Under Pick Items, select and enter any missing information,
and then click Pick Selection.

Print a Picking Report
1. In the Order Picking window, click Print Picked.

The Report window opens.

2. Click the Print 57 icon.
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The following documents contain information related to sales:

Setup Guide II
This document covers SIMMS’ global setting, including those
related to sales.

Sales Order Fulfillment

This document explains how to use the Fulfillment Manager.
The Fulfillment Manager is a tool used to fill your sales orders.
In the Fulfillment Manager, you can generate pick lists, invoice
sales orders, create purchase orders to replenish depleted stock,
and transfer items from one location to another.
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