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Quick access (right-click) menus

Menus are available when you create an invoice or purchase order (PO)
and when you receive a PO.

Invoice/Quote menu

Insert Line Item PO menu
Delete Line Item (F3) 2
Insert Note Insert Line fom PO receive menu
Add Precision Insert Note
Profit Analyst (Alt + A) Delete Line Item (F3) Update PO Order Quantity and Cost
Footage Calculator (Ctrl + K) Add Precision Add Serial #
Square Footage Calculator (Ctrl + S) Dropship Find Next Serial # Warning
Insert Subtotal Co
py (Ctrl + C)

Update to Current Price coPy (C"| * C) Paste (Ctrl « V)

Paste (Cul + V)

Update All to Current Prices

Search Invoice / Quote
Add Serial #

Find Next Serial # Warning
Weigh ltem

Insert Dynamic Kit Group
Tax Holiday (Ctrl + T)

Copy (Ctrl + C)

Paste (Ctrl + V)
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Right-click magic

PB5678

(" Invoice / Quote
Rewards I:I Customer |
Credit Address 1
E‘l DD“ "l'l—_'"t Part Number Descriptio
O O P1234 1 GALLON BASE 1 PAINT
341 0 P1234 25.00

PB5678

Insert Line ltem

Delete Line ltem (F3)

Insert Note

Add Precision

Profit Analyst (Alt + A)
Footage Calculator (Ctrl + K)

Square Footage Calculator (Ctrl + S)

Insert Subtotal

Update to Current Price
Update All to Current Prices
Search Invoice / Quote

Add Serial #

Find Next Serial # Warning
Weigh ltem

Insert Dynamic Kit Group
Tax Holiday (Ctrl + T)

Copy (Curl = C)
Paste (Ctrl + V)

Right-click a line item on an invoice or
purchase order to get immediate access
to commonly-used tasks and tools.

Menus increase efficiency during

checkout and ordering.

Menu options are “grayed out” when:
They do not apply to the line item.
The employee does not have permission.
The feature is not enabled.

Alternate keyboard shortcuts appear in
parentheses.

Note: Invoice/Quote menu shown.
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Invoice/Quote menu

Rewards I:I Customer | . . .. . .
Cred haess during invoicing including:

‘g& t [eeises Multiple menu options are available

Invoice/Quote

Tax| Def Net P
vl ‘ O ‘ 0 | Part Number ‘ Descriptio . . e
O O P1234 1 GALLON BASE 1 PAINT BaSIC Ilne edltlng

o Pi234 25.00 Access to Profit Analyst and footage

- L',_LF'B“?S |I'ISELim; Ite-rr; B (ta”y) Ca|CU|at0rS

Delete Line Item (F3) .
" Insert Note |nVOICG SUthta|S

Add Precision

Profit Analyst (Alt + A) Invoice search

Footage Calculator (Ctrl + K}

i&lt';:r;:;{:;z?e Calculator (Ctrl + 5} Tax HOl |day tOOI
And more

Update to Current Price
Update All to Current Prices
F1 F2 Search Invoice / Quote

' Add Serial #

Find Next Serial # Warning

Weigh ltem
Insert Dynamic Kit Group
Tax Holiday (Ctrl + T)

Copy (Ctrl + C)
Paste (Ctrl + V)

Note: Insert Dynamic Kit Group option is not currently available
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Invoice/Quote: Line item edit commands

Select Insert Line Item to add a new line item above the selected line item.

Select Delete Line Item to delete the selected line item.
Keyboard Shortcut: F3 (Same as Delete Line Item on bottom ribbon).

Select Insert Note to add a note above the selected line item.

(e
Mi Customer
Credit Address 1
Tax Def Net
w fax Def Net  part Number mc}
P1234 1 GALLON BASE 1 PAINT 5 P1234 1 GALLON BASE 1 PAINT
P1234 25.00 “ o P1234 25.00
Insert Line hem I
0 i/ Delete Line ltem (F3)
- A | PB5678 3" FLAT PAINT BRUSH
Add Precision a
Profit Analyst (ARt « A) PB5678 8.00
Footage Calculator (Curl « K)
Insert Subtotal
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Invoice/Quote: Add Precision

Rewards Customer Addross 2 Phone

ot At copszs e Select Add Precision to enter
more precise Quantity and Price

values.

Delete Line lem (F3)

prkm . S =i i L .
FocageCactotr (ot + ) Quantity: Up to 4 decimal places
e S oty (O Price: Up to 6 decimal places
s e e — As you adjust the Quantity and
p— T —————— Price, a real-time Extension value
\ (091 ‘(?' 0. Q) ; w % N .
A\ ‘ 28 » s ad IS calculated.

Click Update to apply precision to
the line item.
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Invoice/Quote: Add Precision

Quantity, Price and Extension are updated to two-decimal places.
Full values are documented in a note below.

( tnvoice  Quote
Rewards Customer . Address 2 Phone |
Credit Address 1 City/State/Zip Fax
Tax Def et part Number Description ' Quantity ~ Price  Extension
M O O F1234 5/8" CRUSHED ROCK TON 1012 $ ~2313 $ 234.00
100 0 F1234 20.00
Quantity: 10.1234, Price: 23.123456, Ext: 234.09

Tip The line item Price may appear as an approximate value shown with a tilde (~) and appear
slightly different than the price you entered. This variation is expected. The additional precision is
always maintained in the line item Extension.
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Invoice/Quote: Profit Analyst

Select Profit Analyst to view the cost,
profit and margin for:

The current line item.
The invoice or quote total.

An employee must be explicitly granted
access to view this tool.

Keyboard shortcut: Alt + A
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Invoice/Quote: Footage Calculator

Invoice I Quote

Rowards | | Customer |

Credit Address 1
Tox Det Bl partNumber
LUMBER
Insert Line ltem
Delete Line e (F3)
A O O Insert Note
Add Precision

Prafit Analyst (Al + A)

Footage Calculator (Cirl « K)
Square Footage Calculator [Cirl + 5)
Insert Subtotal

Update to Current Price

Update All to Current Prices

Search Invoice | Quote
Add Serial ¥

Find Next Serial # Warning
''''''' igh ltem
al P i Insert Dynamic Kit Group
\\.} 5 ‘ Tax Holiday (Ctd + T)
o - Caopy (Crl + C)
Advanced ! Paste (Ctrl = V)
Lok Add Note Li .

Address 2 Phane
Cliy/StateZip Fax

D [FE]

Stock Check Checkout

Select Footage Calculator to
create a tally of items of
different lengths.

This feature Is useful when
selling items by the foot.

Keyboard shortcut: Ctrl + K
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Invoice/Quote: Footage Calculator

The Quantity, Price and Extension are calculated from your entries.
Details appear in a note below.

( Invoice / Quote Checkout Cancel |4 8

Rewards I:' Customer ‘ v ‘ Address 2 Phone I:l
Credit Address 1 City/State/Zip Fax
Eﬂ ':I':]ef‘ "I':'ﬂ Part Number ‘ Description Quantity Price ‘ Extension u
0 [ L-200 LUMBER EACH 16 $ 1500 $ 1,740.00
1000 0 L-200 15.00
10@8 8@4-6.00
| O S A
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Invoice/Quote menu: Square Footage Calculator

fowes 1)

Rewards 123456789 Customer 100 - MARY SMITH

Address 2

Credit 1,000.00 Address 1 100 MAIN ST

Tax Def Net

B O O

Square Footage Calculator

20 1 B 2
10 1 0 2

F1

= | m | m| LUMB345 HARDWOOD FLOORING
0 o | LUMB345 3.99

Pieces Width Feet = Width Inches = Length Feet Length Inches

City/State/Zip PRETTY CITY, OR, 12345

Insert Line ltem
Delete Line ltem (F3)
Insert Note

Profit Analyst (Alt + A)
Footage Calculator (Ctrl + K)

Insert Subtotal

Update to Current Price
Update All to Current Prices
Search Invoice | Quote

Add Serial #

Find Next Serial & Warning
Weigh Item

Copy (Ctrl + C)
Paste (Ctrl + V)

Square Footage Calculator (Ctrl + §)

Phone 1234567890 |

Fax

Extension

3.99
0.38

-z 7%

Toa W
A
Done [F8 Total 4.37 I
ne (1 tock Check Checkout $

Select Square Footage
Calculator to create a tally of
items of different lengths and
widths

This feature is useful when
selling items by the square foot.

Keyboard shortcut: Ctrl + S
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Invoice/Quote: Square Footage Calculator

The Quantity, Price and Extension are calculated from your entries.
Detalls appear in a note below.

X QTN partNumber Description Quantity | Price Extension
M O O LUMB345 HARDWOOD FLOORING EACH 103.40 $ 399 § 412.57
0 0 LUMB343 3.99

20{@1-8.00X2-6.00 10@1-0.00X2-0.00
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Invoice/Quote menu: Insert Subtotal

Rewards

Credit

Advanced
Lookup

Invoice | Quote

Tax Def Net
200 Part Number

PART2

) PART2
v PB56T8
) PBS678

HE

Customer

Address 1

Description
1 GALLON PAINT - BASE 1
28.00

3" FLAT PAINT BRUSH

Insernt Line ltem
Delete Line Item (F3)
Insert Note

Add Precision
Profit Analyst (Al « A)
Footage Calculator (Curl + K) |

Line tem teen Payment

Address 2

City/State/Zip

cancet £
What do you want to name the ﬁ

Phone
Fax
Quantity Price Extension
10 3 2800 $ 280.00
10 $ 800 § 80.00
Subtotal

Transaction  Stock Check

Insert Subtotal
‘ TN E
== 51.56
~Z}‘ \"..’ > -~ - 16.80
S ———— S ———— Store Total $§ 468.36
Checkout

Select Insert Subtotal to insert
a dynamic subtotal for items
above the selected item.

You are prompted to name for
the subtotal, but a name is
optional.
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Invoice/Quote menu: Insert Subtotal

The subtotal amount appears on a

(i IR — _&xn separate line and automatically adjusts
E,;;ﬁ e — - .,...,., when items are added, removed or
T p— changed.
/ = An invoice can have multiple subtotals.
PN — If no prior subtotal, the subtotal is
_ calculated from the top of the invoice.

Otherwise, the subtotal only includes
Invoice items after the prior subtotal.
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# O O PART2

1 GALLON PAINT - BASE 1
0 PART2 28.00

| 2" F1 AT PAINT BRI

Insert Line Item
Delete Line Item (F3)

@ Insert Note

w oo 75 Add Precision

B O 0 Profit Analyst (Alt + A)
Footage Calculator (Ctrl + K)

Insert Subtotal
Update to Curren t Price
- | Update All to Current Prices

Invoice | Quote Cancel B3
Rewards | Customer Address 2 Phone |
Credit Address 1 City/State/Zip Fax
Tax Dot Mot partNumber | Description | Quantity ~ Price | Extension

Square Footag\Lalculator (Ctrl + §)

10 § 28.00 § 280.00

EACH i 8 1500 § 15.00

3 0 PT9876 15.49

Subtotal $ 375.00
veicerawe TR Cancel 1
Rewards| | ¢ | | Address2 Phone | |
Credit Address 1 City/State/Zip Fax
E]xl ?]e" 'l‘fﬂ Part Number ‘ Description Quantity ‘ Price [ Extension
O O PART2 1 GALLON PAINT - BASE 1 EACH 10 $ 2800 §$ 280.00
0 PART2 28.00 e i

m | PB5678 3" FLAT PAINT BRUSH $ Y K3 74.90
o n PB5678 “-
[] mpTgam pA|NTTRAYK|T EACH 1 s 1500 $ 1500

Invoice/Quote menu: Update to Current Price

Select Update to Current Price to
update a line item on a recalled
guote with the current retail price.

Select Update All to Current
Prices to update all line items on

the recalled quote to current retall
prices.

Tip On a quote, when an item’s saved
price is different from its current retalil
price, the item’s unit price appears in
blue text.
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Invoice/Quote menu: Search Invoice / Quote

I ustomer - Search Invoice / Quote Cancél |9 .
. TR W Select Search Invoice /
T 081 MY par e J Quote to search for §ez_1rch for
nsert Lin fem a part number, description or
' Delete Line Item (F3) . .
DI:J 56789 P.;mtBase1 Insert Note InVOICe nOte
Add Precision
™ | o | ST oo i peited I Enter a keyword or phrase.
O O 45678 ase
w o s o Sutat | Press F3 or click Find Next to
W Do Update to Current Price . .
0|0 | %eres ¥ Paint Brus Update All to Current P||ces SearCh the InVOICe.
100 0 98765 20.00 Search Invoice / Quote
0|0 oz Paint Tray 2::1(:If\lir)i{jls#mial#Waming Keyboard ShortCUt: Ctrl + F
100 0 65432 2.50 Weigh Item
Insert Dynamic Kit Group
Tax Holiday (Ctrl + T)
Copy (Ctrl + C)
Paste (Ctrl + V)
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Invoice/Quote menu: Serialization options

[ voice! Quat Select Add Serial # to select or
Rewards 99887766558 Customer _5295 - JOHN SMITH " Address 2

Credit 0.00 Address 1 1500 MAIN AVE City/State/Zip NICE CITY, KS, 00000 add a Seri aI n u m ber for a.

Tox DeT N6t part Number | Description Quantity | Price serialized item.
'semunz‘.y oo [ Select Find Next Serial # to
e search through items that
Profit Analyst (Alt + A)
100 0 PART?2 26.00 Square Footage Calculator (Cirl + §) SERIAL & . . .
insert Subtotal Serialization feature must be

SERIAL102 20,000 BTU PORTABLE AIC
HAMMI Insert Mote 1 & 20
O O PART2 BUZZS  footage Calculator (Ctrl + K) 2 8 2 reCIUire serial #'s.
Update to Current Price

Update All to Current Prices d
F1 Search Invoice | Quote Fa tu rn e On .

#  Opens window to select Add Serial # -
e serial # for current item | Find Next Serial # Warning Moves to the next item with

\\ - |Serial 102) | kol B a red Serial # warning

eign fem
Advanced Add Delete Diy To
Lookup Mote Line item I Copy (Ctrl + C) ¢ Checkout

Paste (Ctrl = V) __-—
|
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Invoice/Quote menu: Weigh ltem

(" Invoice / Quote
Roars | Cumoma | *f Select Weigh Item to initiate

Credit Address 1 . . .
L r——— weighing an item on a

= | W | m| X001CZQQBZ | BANANAS SUppOI"ted scale.

Insert Line Item

Delete Line Item (F3)
Insert Note

Add Precision

Profit Analyst (Alt + A)

Footage Calculator (Ctrl + K) Weigh item Cancel |E?
Square Footage Calculator (Ctrl + S)

Insert Subtotal Place Item on Scale
Update to Current Price [ ]

Update All to Current Prices \ 0'00 Ib
Search Invoice / Quote ZERO

Enter Serial #

Find Next Serial #

Weigh ltem Return [ okire |

Copy (Ctrl « C)
Paste (Ctrl « V)
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Invoice/Quote menu: Tax Holiday

Phone |

Rewards | Customer | Address 2

- cone | - Select Tax Holiday to apply a
85 patumber | ‘ | sales tax holiday discount to an

Profit Analyst (Alt + A) Use only during state-approved sales tax holidays

Insert Line Item
Delete Line ltem (F3)
Insert Note
Add Precision

Tax Holiday feature must be
Squai Fagtsge Cajcul Enter the amount of this line item that tu r n ed O n .

Insert Subtotal will be sold without sales tax

Update to Current Price 250.00

Keyboard shortcut: Ctrl + T

Search Invoice / Quote

Add Serial #

Find Next Serial #/War{ L Sancel Apply [F8]

Weigh ltem

F1 F2 F3 F4 ‘ F8

Ineart Nuns aic Kit Gronn

& ¥ "= e  Subtotal $ 400.00 = |
- ‘ i ax Holiday (Ctrl + -
A - Q o % Tax $ 40.00
Advanced Add Delete Discol Paste (Ctrl + V) Total $ 440.00
Lookup Note Line Item Iten! Checkout
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Invoice/Quote menu: Tax Holiday

Rewards| | Customer T Address2 Phoe | Two additional line items
Credit Address 1 City/ State/fip Fax .
T DM e T T reduce the tax without
B O O 123478 BICYCLE EACH 1 8 400.00 § 400.00 1 "
e changing the sale price.
M O O TAXHOLIDAY1__ TAXHOLIDAY 1 (Credit SKU) EACH A4 % 25000 % -250.00
(1] [1]
O O O TAXHOLIDAY 2 TAX HOLIDAY 2 (Nontaxable SKU} EACH 1 % 250,00 S 25(]‘[_][]

1] 0

® The Tax Holiday 1 and Tax Holiday 2 line items work together &
to adjust the sales tax while preserving the sale price.

F1

F2 F3 F4 F
| - b
Add

5

il - F7 FB&
4 _ Subtotal $ 400.00
¥ -
{g/ : Tax $ 15.00
- , o
Advanced Delete Discount Account Store Total § 415.00
Lookup Note Line ltem Item Payment Transaction | Stock Check Checkout
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Invoice Quote and PO menus: Copy and Paste

Credit Address 1

Rewards| | Customer | v:

Description
1 GALLON BASE 1 PAINT

Tﬁ“%’q E"'| Part Number |
O O P1234

51 7] P1234 25.00

Insert Line ltem

Delete Line Item (F3)

Insert Note

Add Precision

Profit Analyst (Alt + A)
Footage Calculator (Ctrl + K)
Insert Subtotal

0O O PT9876
480 0 PT98
o O

Update to Current Price

pdate All to Current Prices

Copy (Ctrl + C)

F1 F2 F3 T4 F5 F6

Paste (Ctrl + V) |

Invoice /| Quote Checkout

Rewards Customer | v

Credit Address 1

]

M 0O 0O P1234

Part Number ‘ Description
1 GALLON BASE 1 PAINT
51 2 P1234 25.00

Online price match

M O O PT9876 PAINT TRAY KIT

480 0 PT9876 15.49

Insert Line Item
Delete Line Item (F3)
Insert Note

Add Precision

Profit Analyst (Alt + A)

FIE F Footage Calculator (Ctrl + K) 7
\ Insert Subtotal d
\\) Update to Current Price <
Ndvanced Eait Update All to Current Prices
Lookup Note Copy (Ctrl + C) T d

Paste (Ctrl + V)

Invoice / Quote |-ﬁm
Rewards Customer r

Credit Address 1
E" ?:Ief‘ NEIGI‘ Part Number ‘
O O P1234 1
51 2z P1234 2§

Online price match

O O PT9876 P4

480 0 PT9876 14

Online price match

F == F2 . F3
D o
Advanced Edit Delete

Lookup Note Line ltem

Select Copy and
Paste to duplicate
editable line-item
values, such as note
text or a price

Example shows how
to copy and paste
note text.

Available In all three
menus.

Keyboard shortcuts:
Ctrl + C, Ctrl + V
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Create PO menu

»

PO

Days 15 - Supplier [

EDI ﬁ Address 1

O ‘ Part Number ‘ Descrip
O P1234 1 GALLON BASE 1 PAIN
‘ Need: 0, OrdQty: 1.00, Mj

Max: 64.00, Ord%: 100%

Insert Line Item
Insert Note

Delete Line Item (F3)
Add Precision
Dropship

Copy (Ctrl + C)

Paste (Ctrl + V)

When you create a PO, menu
options include:
Basic line editing
Higher precision costs and quantities
Copy and Paste

Note: Dropship is not currently available
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Create PO menu: Line item edit commands
== -~ 1 Select Insert Line Item to add new line

Days 15 > Supplier item above the selected line item.

EDI Add 1

FEp— Select Insert Note to add a note above the
o| PartNumber | PeseE  current line item.
1 P1234 1 GALLON BASE 1 PAIN

Need: 0, OrdQty: 1.00, Mi Select Delete Line Item to remove the
Max: 6220, Ord%: 100%

s selected line item.
Insert Line Item I Keyboard shortcut: F3 (Same as Delete Line

Insert Note ltem on the bottom ribbon).
Delete Line Item (F3)

Add Precision

Dropship

Copy (Ctrl + C) B
Paste (Ctrl + V)

P1234
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Create PO menu: Add Precision

Select Add Precision to enter

more precise Quantity and Cost
- Quantity: Up to 4 decimal places
Price: Up to 6 decimal places

st s Use for items that do not come in
oo, quaniity and price .. .
b e | whole quantities, such as grains,
@ o o v seed, and gravel.
= " < As you adjust the Quantity and

Price, a real-time Extension value
IS calculated.

Click Update to adjust the line item.
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Create PO: Add Precision

The Quantity, Price and Extension are updated to two-decimal places.
Full values are documented in a note below.

—— foen B3
Days ¢ faddnas & Framire
EDa M sddes City! Stantn Tig Fax
o PartMumber Description 'SOMORD Quantty  Cest  Extension
Fil4 " CRUSHED ROCK fal 200 01z 4§ -~ 53127 § 266273
1234 Heen ﬂEIII-III_. Cirdty: 1 ':l'.'.'l 'l:'llr-'. o
i1 TeD e o ORDED D et 10005
Guantity: 501234, Cost: 531234568, Ext: 2662.T

Tip The line item Cost may appear as an approximate value shown with a tilde (~). The value may
be slightly different than the price you entered. This variation is expected. The additional precision
Is always maintained in the line item Extension.
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Receive PO menu

o O g— — When you receive a PO, menu
‘:’6- PO# 12345 |  supplier |2- MY SUPPLIER Optlons include:
EEN | nddress 1 123 Hardware Supplies Lane Update order quantity and cost values
Ml i i [ 3y [ ] [
TR SR o Add serial #'s for serialized items
O PART1 HAMMER
oot e Copy and Paste

1 GALLON BASE 1 PAINT

Update PO Order Quantity and Cost
Add Serial #
Find Next Serial # Warning

Copy (Ctrl + C)
Paste (Ctrl + V)
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Receive PO menu: Update PO Order Quantity and Cost

Select Update PO Order Quantity and Cost to change an item’s order
guantity and cost without receiving the purchase order (clicking Process).

Click SAVE to apply the updates.

Receive PO
PO# 124 Supplier 2 - MY SUPPLIER
EDI H Address 1 12) Hardware Supplies Lane

1234 HAMMER

Part # P24
Quantity 22400
Cost 11.000
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Receive PO: Update PO Order Quantity and Cost

When you SAVE your changes, the line item’s ORD (ordered guantity),
Receive (received guantity) and Cost values are updated.
Note: An updated PO is not sent to the supplier.

( Receive PO
PO# 124 Supplier 2 - MY SUPPLIER Address 2 Phone 9398887711
& P Address 1 123 ardware Suppiies Lans City/Stote/Zip Salom, OR. bosss Fax
?_3‘ ORD/REC Receive Cost Extension
1234 HAMMER EACH 50 50 § 10000 $ 500.00
Old Cost: $10.000 Oid Sell: $Z2.89 Mar: 56%
1234 Ref Mar: 00°% New Sell; $22.89 Mas: 56% 0
P1234 1 GALLON BASE 1 PAINT EACH 22 22 § 11000 § 242.00
Old Cost: $11.000 Old Sell: $25.00 Mar: 56%
P1234 Ref Mar: 00% New Sell: $25.00 Mar: 56% 0
PB5678 I“FLAT PAINT BRUSH EACH 00 100 § 3.000 S 30000
Old Cost: $3.000 Obd Sell; $7.49 Mar: 60%
pBSe78 Ref Mar; 00% Now Sell: $7.49 Mar: 60% 0
e s sui=e Gemie—r s e ee 0
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Receive PO menu: Serialization options

Receive PO ~ onfirm Receive L
Ow (| supper 12w oesT sweLee | a2 rone | Select Add Serial # to enter
EDI H Address 1 100 Main Street City/State/Zip Baltimore, MD, 21279-1047 Fax

serial numbers for a received
items.

N'Ilov;.';. to the ne-x"t it;m witl;.‘a‘;;:l S;rial # warning SeIeCt Fi n d Next Ser i aI # tO

Description ‘ ORD/REC = Receive

Part Number

SERIAL101 1E’n Chain Saw--Gas

SERIAL101 ‘ I' Update PO Order Quant
i ————— ) O\ Add Serial £

Find Next Serial # Warning

Opens window to add serial #'s for received items ——

psit
= 009 Copy (Ctrl + C)

O SERIAL102 20,000 BTU | Paste (Cul V) 5 5 §  150.000 $ 750.00 h h h . h
SERIAL102 Old Cost: $150.000  Old Sell: $300.00 Mar: 50% 0 SERIAL # SearC t roug |t€| | IS t at
ef Mar: 00% New Sell: $300.00 Mar: 50%

: require serial #’s.
Serialization feature must be

&) ﬁ\ B e/ tﬁ turned on.

vvvvv Ze er D-I playt o Recall Herrew Total $ 1,300.00
Lookup eeeee Al Inventory Find PO RF Re ing Process
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Paladin Quick Keys
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Paladin Quick Keys
Alt+1  Alt+2 | Alt + <#>: Opens a module on top
=4 /i‘ ribbon
\ SRR
nvoice/Quote | Customers Alt + <letter>: Press and hold the

Alt key to show the underlined
shortcut letters for the top menu.
[A" ’ —— [OI6= @ @ O o Then press the shortcut letter to
:hﬁz XS I W .;\ open the menu. Example: Alt + F
) oceOuote _Cusomers_imentoy_|_p0.__| opens the File menu.

\
%l
\
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Paladin Quick Keys
Alt + <letter>: In a module, press
PN i = and hold the Alt key to show the
"ﬁ ' [®“« _ _— underlined shortcut letters. Then,

ol

press the shortcut letter to put the
History [ Special Order

\‘) = e cursor in that field.
Advanced @” @m ®°.°' w °@Ntﬂ @-mmu

_Lookup | Example: Alt + R will put the cursorin the
Rewards field.

In Advanced Lookup, press and
hold the Alt key to show the
underlined shortcut letters. Then
press the letter to select the option.
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Paladin Quick Keys

F<#>: Press a function key instead of clicking a button on the bottom
ribbon when specified in the user interface.

Keyboard shortcut examples for buttons

Press the F8 key Press the F12 key

T L
% 712 Recail

Checkout
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Paladin Quick Keys

Page Up & Page Down: Move sequentially from one tab to the next in any
module (except Reports), using the Page Up (PgUp) and Page Down
(PgDn) keys

PgDn

Use the PgDn key
to move between
tabs to the right

Use the PgUp key
to move between
tabs to the left
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Windows Quick Keys
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Windows Quick Keys

2,662.73

Total $ 2,662.73

Alt + Tab: Displays a window that
shows all open programs.

Hold the Alt key, press the Tab key
to cycle through programs.

Windows key + Up arrow: Displays
a window In full-screen mode.
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More efficiency tips
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Access a customer’s purchase history

vertory Customer History Open the Invoice/Quote module.

Customer: JAMES SMITH ® Invoice () Part (_) Part+ Customer () Invoice Reprint

oten [T — Select the customer.

Oty ‘ Part Number Description Invoice # ‘ Price Sold ‘ PreSS Fl to Open Advanced
0.00 6351522 PVC CEMENT LVOC RAIN-R-S... 124210 $5.87 Looku P.
0.00 1000 FASTENERS 124027 $0.51 Click the HiStOI'y tab.
0.00 038753435855 CLOSET FLANGE PVC SPIGO... 124027 $4.50 Select Invoice and then click
0.00 078864010053 WAX RING-FLANGE TOILET 124027 $2.34 Eind>>
0.00 038753436517 CLOSET FLANGE PVC 4IN 124027 $19.59 '
0.00 076335192673 TOILET BOLT SET5/16X2-1/4B 124027 $4.50
0.00 076308004880 MAT FIBERGLASS 8 SQ FT 120308 636 | Alist of pUFChaSGd Items appears.




& UNIVERSITY

Qty Part Number

. (T
0.00 1000 FASTENE
0.00 038753435855 CLOSET
0.00 078864010053 WAX RINC
0.00 038753436517 CLOSET
0.00 076335192673 TOILETE
0.00 076308004880 MAT FIBE
-1.00 076308004019 RESIN JE
0.00 038613123052 220871 S(
Recent History

Double-click a row for more detailed tra

Date Sold SOH Price

05-Aug-17 27.00 $4.59
03-Aug-17  -12,559... $0.00
03-Aug-17 4.00 $4.59
03-Aug-17 8.00 $2.39
03-Aug-17 1.00 $19.99
03-Aug-17 5.00 $4.79
24-Jun-17 1.00 $6.49
24-Jun-17 1.00 $13.99
12-Apr-17 10.00 $1.99

| Report Summary | | Report Detail |

| F& Add ltems to Invoice

Use the customer purchase history

To add or return item(s) to the
Invoice, enter a positive or
negative quantity (Qty) value
for any item and then press F8.

To view the original invoice,
double-click the line item.

To sort the list by the values In
any column, click the column
header.
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Specify a vendor’s website for access in Advanced Lookup

[ Chenty | Coss | Gk Can | Compary | Ui Typs | Dy Set the website URL in Paladin Configuration:
ng Plan Receivables Rewards Rounding Sale List Supplier Taxe
On the File menu, click Setup.
Name | SUPPLIER A| _ _
Supplier Mumber 25 CIICk the Suppller tab.
o : In the Suppliers pane, select the vendor
ey | and enter the vendor’s website address in

State |

|
|
|
| : in the Website URL box.
Phone Number | | Save your changes.
|
|
|
|

Fax Norber | Restart Paladin.

Email Address |

Website LURL | suppliervebsite com

Accourt Mumber |
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Access a vendor’s website

Press F1 to open Advanced Lookup.
Press F2 and select from the list of vendor websites.
Website will open in a separate browser window.

Inventory Customer i Special Order Your Local Hardware | Store ManagoffSSR TSNl x|
1
() Class () Department () Location () Supplier (@ Keyword [ | ExactPhrase [] Include Special Order ltems F1 ‘%ﬂ F2 (e :
| | | Find>> | Results Vendor Site
Qry | | Part Number | Mfg PartNumber | Description ‘ Tax | Si
FT s EMERY JENSEN DISTRIBUTION
FLORIDA HARWARE
\\.x KISSLER CO INC
SUPPLIER A
Advanced
Lookup WHIZZ PAINTING

Avallable in Invoice/Quote, PO and Inventory modules.
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Create a preset report

To create a preset report that you can run
a:epons Choose a Report Area and then select a specific report from the Report List. Review the description to ensure the report is the CEJ Wi t h O n e C I i C k Or S C h ed u | e :

wish to run and click on Next to enter the criteria.

— — — In the Reports module, select the report
@'. Accounts Receivable '\_‘, Hourly Analysis Report Transaction Report

§ o 1| & e Excpton per name. Don’t press F12 or click Next.

[T Wha e To Koow Press F11 or click Create Preset.

Daily Balancing <., Pharmacist's Consultation Report

B oo o ek Margn Myl Fopor . If the report already is already assigned to a function key,
<:, Core Charge Details Choose Report

the Edit Preset option will appear as F11 instead.
Select the F<#> key to assignto the report.

Optional: Enter a button name and/or selecta
| TRe2 FRe3 R4 MRe5 [Re6 e MRe8 IR TP JO schedule.
. Press F12 and define your report settings.

e — Press F12 to save the preset report.
%] 1.2 1.3 6.4 TG0 6.6 e 7 Re.8 M9 . 1D

DAILY-REP REVENUE FIREARMS None None None None None None Recall Reports  Edit Preset
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Learn more

To learn more, see these articles:
Overview: Quick-access (right-click) menu in the Invoice/Quote module
Overview: PO Quick Access (right-click) menu in the PO module
How to insert subtotals on an invoice
About the footage calculators
Overview: Serialization: Managing products with serial numbers
Tax Holiday User's Guide
About keyboard shortcuts in Paladin
Kevboard shortcuts in Windows



https://portal.paladinpos.com/knowledge-base/overview-quick-access-right-click-menu-in-the-invoice-quote-module/
https://portal.paladinpos.com/knowledge-base/overview-po-quick-access-right-click-menu-in-the-po-module/
https://portal.paladinpos.com/knowledge-base/how-to-insert-subtotals-on-an-invoice/
https://portal.paladinpos.com/knowledge-base/about-the-footage-calculator/
https://portal.paladinpos.com/knowledge-base/overview-serialization-managing-products-with-serial-numbers/
https://portal.paladinpos.com/knowledge-base/tax-holiday-users-guide/
https://portal.paladinpos.com/knowledge-base/about-keyboard-shortcuts/
Keyboard%20shortcuts%20in%20Windows
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Next webinar:

Tips & Tricks: Bin Tags

September 14, 2021

Register: portal.paladinpos.com/webinars



https://portal.paladinpos.com/webinars
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Check out our Paladin 2021 Release Guides
on the Help Portal.

Expand your Paladin Knowledge:

Stay relevant in retail: Webinars available at:
paladinpointofsale.com/retailscience portal.paladinpos.com/webinars
Self help at: Follow us for Paladin news and updates:

portal.paladinpos.com ﬂ m u


https://portal.paladinpos.com/knowledge-base/paladin-release-history/

