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Using eSales Center

This guide explains customer-related functionality within eSales Center. It
contains everything you need to search for products, place orders, and
manage your account with your distributor. Y ou can, however, also access
the online help within eSales Center.

Main Menu
When you initidly access eSales Center, the following window displays.
Depending on your security levels you may or may not have accessto all
of the tabs or functions within the tabs.
Tab G @U@ 4 o
oriented s ——
menuing

)

(.)
(

— eSales Center

Accessing eSales Center
Accessing eSales Center requires alogin name and password. Y ou can

apply for alogin by accessing the eSales Center web site and following the
instructions on the initia page. While waiting for alogin, you can access
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product information by enteringwi i g in both the Login Name and
Password fields.

The following tasks are defined in this section:
= Requesting an eSales Center login
= Logging on to eSales Center
= Logging out

Requesting an eSales Center Login

Use the following procedure to request alogin and password.
1 AccesseSdes Center. The following window displays:

D,
CIL)

~— eSales Center

eBales Canter Lagin

B 11 Y Y I
g, !
Treappbefoee Do Bari sooe Posiee ol ik e

IF o it =3 qottzn pour Fassocad, ok 25k as oo
SWOl s T contact 43 Chick Cokdact s

sl dn ' hnk 13ef ar aceount wnean g 1 s= e T e e ng e s
ke =iz 0g "w ' ir bodbidhe Login Hame and Fszzwor: Telds, aboea,

2  Click the here hyperlink to apply for alogin and password.
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- ™\
aSales Centar - Mew Account Regquest Farm

Your Marre: | *
Catmpany Maire: | 2
Ofice Phone Mumber; | %

Ofice Faw Murrber |

e F-rmail &irress |

* required infarmation

Tyl are wallng Tor a Lag niPasssard,
[0t & 0, aassmard Wi tara e ited wew ot the site.

3 Enter your name, company name, office telephone number, fax
number, and e-mail address.

Note: The Your Name, Company Name, and Office Phone Number
fields are required.

4  Click Go. You will receive an e-mail notification with your login

and password. Once you receive your login and password, you can
use eSales Center immediately.

Logging in to eSales Center

Follow the steps below to log in to eSales Center.

1 AccesseSaes Center.

2  Enter your login name and password. If you have multiple
companies, the following window displays. If not, you will go
directly to the welcome window.



ras*ales Center Lagin

eSales Center

You have access to multiple companies.
Please chodse ane and centimue.

Comnpany Moo |RAD Systems (1)

Lo

=

Select acompany and click Login. The eSales Center home page

displays.

Logging Out

Use the Logout button SEZZEW to log out of the current session without
closing your browser. Y ou can log in again by clicking the Login button.

#

,

User Logged Out

Thank you for using eSales Center

May 2004



Products Tab

Searches

Use the Products tab to search for products based on keywords, categories,
vendor or ordering history.

Each of the four types of searches-keyword, category, vendor, and
history-allows you to use a basic and advanced search method.

The following tasks are defined in this section:

= Performing a keyword search

= Performing a product category search
» Performing a vendor search

= Performing an order history search

A basic search window allows you to perform a search by a keyword,
category, vendor, or order history and then narrow that search by
warehouse. The advanced search window is used with the keyword type
search and is used to enter additional information, such as order number.

Aswith al search windows, the more information that is entered into the
fields, the more specific the search results will be. So, enter less
information for a broad search.

Performing a Keyword Search

May 2004

Keywords help narrow product searches by returning alist of all products
with the assigned keyword. Keywords typically contain the product’s
description, product number, lookup name, or category.

You can also click Advanced Search to enter additional criteria, which will
narrow the search results.

From the Method drop-down, you can choose a method of searching for
results. The product method will perform cross-referencing if you typein a
complete product number.

If you want to narrow the search to a specific type of product, select an
option from the File drop-down.
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Hover over the Products tab. The Products submenu displays.

Click Keyword. The basic search window displays.

s | oriers e

Keyword Category Yendor Order Histony

Find Products by Keyword

,

&

Keywords: |

Warehouse: |Cuastal mupply Dist Center{main)

2

Enter a keyword into the Keywords field; then choose a warehouse

from the warehouse drop-down field.

Click Go to perform abasic search. Or, click Advanced Search to

enter additional search criteria.

Note: If no records match, eSales displays a message that ho

matching product was found.

Enter a product number into the Keywords field then choose the

warehouse.

s d o gy

Find Products by Keyword 7]

Kyt I aml.

Warchoue |MasWaiahouse(mos) =]

elhod Rayeomd =

Fig |Ej:-:i: HBmE -l
[ Go ]

pal (0 1|

Select the type of search from the Method drop-down field.

Select stock items, catalog items, or al products from the File drop-

down field.
Click Go.
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9  Click aproduct number to display more information about that
product, such as available quantity and price and other warehouse
availability.

10 If you want to add a product to your current shopping cart, enter the
guantity in the Add to Cart field then click the Add to Cart button.

11 If you want to add a product to an existing shopping list, select a
list. Or, to create anew list enter new list name, then click Go.

Performing a Category Search

A product category is amethod for grouping products together for
reporting and distribution. For example, if you are not sure of specific
plumbing parts, you can enter pl unbi ng in the category search field.
From these results, you can select a category to display specific products
from that group.

1 Hover over the Products tab. The Products submenu displays.
2  Click category.
i 4

Find Products by Category Q

Category: |p|umbing

Warehouse: |Main ‘Warehouse(main) j

3 Enter aproduct category in the Category field; then choose a
warehouse from the warehouse drop-down field.
4  Click Go.

Note: eSales displays amessage if no matches are found.
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i ™
Product Categories

Results matching ‘plumbing’

Category Description
alye FlumbingfHWAC Equipment
alip Flumbing/HWYAC Parts

5 Click acategory link to display alisting of al productsin that
category. The Product Listing window displays the product
availability, minimum ordering quantities, and product status.

i ™y
FProdu gt i T
Listing Ihl:ll IR e o ;I DR new M A . Page 1 aof 2 o
Hasults neatchung " Frosuct Calepory: FluimbangHyAc Pars =

Prouct [ el t Cart) DesCrigman Frraliahie

CRI=S800% |-| Sareou 2l A28 AT ek s lisl

P | | AT Arp 3222 Flaks e “Jesch Acdic =

Chroz11520 I_,— R RRT P dzez Doapzlsad Cang Scesch acdiclle

HEH4z4 1 "% |:| Aobatvabia ] 2L R SSFIVG LS, UH 217 each 20 s

HE IH4-E |:| Alee Wakee S RS === 00 Ded= LIE 20 mank Al sl

HEIRRZT | |-| Sl vt TACE, RE, BV LIR Tieh o Ard b dil

HICIDGZ3 2 | | Sale vs na 21SCE, NG, S 1D “19eaet acdic =l

=5 |_| kU nesrh  acdic |l

L <<gack < Provious 1 Hoat > J

6 Click aproduct number to display more information about that
product, such as available quantity and price.

7 If you want to add products from the list to your current order, enter
the quantity of the product in the Add to Cart field then click the Add
the Cart button.

8 If youwant to add a product to an existing shopping list, select a
list. Or, to create anew list enter new list name, then click Go.

Performing a Vendor Search

Use the vendor search to find products from a specific vendor.

1  Hover over the Products tab. The Products submenu displays.
2 Click vendor.
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Find Products by Yendor (7]

Wendar: |Dynamics

Warehouse: |Main YWarehouse(main) j

Enter a product category in the vendor field; then choose a
warehouse from the warehouse drop-down field.
Click Go.

.
Vandar Listing

| salte ke it Detemic s’

TEndor Mo Hame 1sl Arldrass iy Stale  Splorle Hhone #
12z Tviamiles Rrseatch 123 £oov 13 Shesl Dez=alle 8 {4325 FIGSSSIT M
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Click avendor number to display the Product Listing window.
" "
Elr:"fr:lg“ |SeletShopairaL st x| o new name [ 4] Fage 1of 4 O

KBEUIts Nsatching = Wendor: Dunamics Hesearch

My mdind Add to Cart Di=aiplmn Towtil1 bl
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Click a product number to display more information about that
product, such as available quantity and price.

If you want to add products from the list to your current order, enter
the quantity of the product in the Add to Cart field then click the Add
the Cart button.

If you want to add a product to an existing shopping list, select a
list. Or, to create anew list enter new list name, then click Go.

Performing an Order History Search

When you perform an order history search, the returned resultslist all of
the products you have ordered that match the criteria entered. This detailed
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list alows you to quickly find items you have purchased in the past for
easier re-ordering.

Note: Thistype of search currently only displays results for the ship-to

shown on the Session window.

1
2

Hover over the Products tab. The Products submenu displays.
Click order History.

" y

Find Praducts by Order History ﬂ

Presvious Mot =) Fistorg I12 ";

FIOET O II"rnr!l.d "l
Shio Gl es oo =
WA e coLze; I bl i taret -2 100 :I

From the Previous Month(s) History drop-down field, select the
number of months of order information you want to include.
Choose your sort method from the Sort by drop-down field.

If you want to include quantities you previously ordered in the
results, select Yes from the Show Quantities drop-down field.
Select awarehouse from the warehouse drop-down field.
Click Go.

~ !
Elr;fnu;t | S=lrt Sanpnive List = | OR new namae Q page 1011 @

Hraduct A to Carl Llascrpteon fvallable
1-nn 3 Taa 7= =~ Gi*R0HF Ped anneach add il =

faarFrcz ot Akt U

Cear s W tocon

Click a product number to display more information about that
product, such as available quantity and price.

If you want to add products from the list to your current order, enter
the quantity of the product in the Add to Cart field then click the Add
to Cart button.

If you want to add a product to an existing shopping list, select
alist. Or, to create anew list enter new list name, then click
Go.
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Orders Tab and Shopping

This section describes tasks related to orders, such as placing orders and
performing order inquiries. From this tab, you can place orders or quotesin
the Shopping Cart window, inquire on your orders, and search through
back orders.

The following tasks are described in this chapter:
= Clearing a cart
= Switching carts
= Creating a new shopping cart
= Entering an order
= Copying items
= Adding and deleting notes
= Adding and deleting comments
= |nquiring on a present/past order
» |nquiring on a back order
» Placing a quote
= Working with shopping lists

Shopping Cart

The shopping cart is divided into four sections:. items, shipping, notes, and
checkout. There are also two buttons that allow you to clear your cart or
change carts.

Use the shopping cart to place an order or create a quote. Y ou can also
change information, such as a purchase order number or request date, and
view the order lines, shipto information, and order notes.

Warning: eSales Center holds multiple open orders for different shipto
locations and/or different warehouse locations. However, upon
access of the shopping cart, you are not notified that you have
multiple orders. The Cart that displays corresponds to the
warehouse and ship-to currently shown on the Session page. It is



Shopping
Cart Index
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your responsibility to make sure you are displaying the correct
order. Y ou can verify which cart you are viewing by clicking
Switch Carts. Refer to the Switch Carts section in this chapter for
more information.

Cem) D EITD  Cear care m‘
[Shnppmg Cart itema 1
You do nat have ey Hems in this Shepping C art yet
[ Continue » JL _ To Chochont »» ]

ltems

Use the Items section of the Shopping Cart to review your order and add
any products to the Shopping Cart.

Click the items button from the Shopping Cart Index to add products to the
order.

When you are finished adding products to the order, you can move to
various sections of the Shopping Cart. To move in linear fashion, you can
click shipping or Continue to verify or edit the shipping information. In
addition, you can select the To Checkout button to proceed to the fina
ordering section of the Shopping Cart.

Shipping

Notes

The Shipping section of the Shopping Cart is divided into two sections;
Shipping Information and Shipping Details.

The Shipping Information section contains the default billing address and a
section where you enter shipto information for the order. Enter your shipto
address, purchase order number, type of order, etc., into these fields of the
Shipping Details section.

Asin the Items section, when you are finished working in the Shipping
section, you can move to various sections of the Shopping Cart. To move
in linear fashion, you can click Notes or Continue to add textual comments
regarding the order, but you must click Continue to save any changes you
have made to the Shipping page. In addition, you can select the To
Checkout button to proceed to the final ordering section of the Shopping
Cart, which will also save changes to the Shipping page.

Note: From the Shipping page, you must click To Checkout Or Continue
to save changes you have made.

Notes, along with line comments, are an excellent way to provide
additional information about an order or line item. Y ou have the option to
attach notes to orders and/or attach comments to line items on your order.
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Notes and comments are similar in that they both provide electronic
annotations and can be printed directly on the pick ticket.

A noteisarecord attached to an entire order. There are order notes and
products notes. Order notes can be viewed, modified, created, or deleted
from the Order Notes window. Y ou can view notes in the Order Details
window by clicking View Order Notes.

A product note isindicated by an asterisk (*) or an exclamation point (!)
next to a product number. An * indicates that the noteis not required. An!
indicates that the note is required; there is valuable information pertaining
to the order or the product, and you should read the note before continuing.
Y ou can only view product notes.

A comment is attached to a specific line on an order and is noted in the
Line column of the Shopping Cart window by acom next to the product
line number. From the Itemsin Current Shopping Cart window, you can
add, change or delete aline comment.

Note: From the Notes page, you must click To Checkout or Continue to
save changes you have made.

Check Out

The check out section of the shopping cart is used when you are ready to
place the order or quote?.

From the Checkout page, you can place the order on account, pay for the
order by credit card or delete the order. If you created a quote order, a Clear
Cart and Place Quote Order button displays.

Warning: Once you click Place on Credit Card OF Place on Account, you
cannot delete the order.

If you choose not to finish or place the order at this time, you can access
the order in the Shopping Cart the next time you open eSales Center.

Clear Cart

Use the Clear Cart button to delete orders that have not been placed. Once
you place an order through eSales Center, you cannot it from eSales
Center. Deleting an order is synonymous with the clearing a cart.

To clear a cart

Use the following instruction to clear a cart.

1  Click the shopping Cart button &P

2  Click clear cart from any of the 4 Shopping Cart pages. Y ou must
confirm your decision.

3 Click oK to delete the order.
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Switch Carts

eSales Center holds multiple open orders (shopping carts) for different
shipto locations and/or different warehouse locations. However, upon
accessing the shopping cart, you ARE NOT notified that you have multiple
orders. The cart that displays corresponds to the warehouse and ship-to
currently shown on the Session page. It is your responsibility to make sure
you are displaying the correct order. Use the Switch Carts screen to verify
this.

To switch carts

If you have multiple orders, follow these instructions to switch to a
different order.

1 Click the Shopping cart button &= The current Shopping Cart
window displays.
2 Click Switch Carts. The Switch Carts window displays.

s Ty

Go to Shopping Cart Q

shopping Cart | (Cemenifiilemn Warshouse{main) / Sally Main [Detou ;I

#
Create a Shopping Cart
5] Tasl Customan 1) = S L [} |l.1ﬁn'r'q'nru|'-u|'..:- L1l T j

3  Usethe shopping cart pull-down field in the Go to Shopping Cart
section to select another order.
4  Click Go. The selected order displaysin the Shopping Cart window.

To create a hew shopping cart without replacing an existing
order

Use these instructions to add a new shopping cart (order) without replacing
the existing order in eSales Center.

1 Click the Shopping Cart button @=® . The current Shopping Cart
window displays.

2  Click switch Carts.

3  Select ashipto customer and warehouse from the Create a Shopping
Cart section of the Switch Carts window.

4  Click Go. Proceed with the Entering an Order process.
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Entering an Order

Y ou use the shopping cart to enter new orders, or if you have existing
orders, add a new cart by clicking the Switch Carts button.

Once you have placed the order, you will receive an e-mail notification that
your order has been received.

Warning: eSales Center will hold multiple open orders for different shipto
locations and/or different warehouse locations. However, upon
access of the shopping cart, you will not be notified that you
have multiple orders. Refer to the Switching Carts section in this
chapter for more information.

1 Click the Shopping Cart button &P The current Shopping Cart
window displays.

2  Enter aproduct quantity in the Order Quantity field. Then enter the
corresponding product number in the Product field.

'

Add ltems to Shoppling Cart

rder Quantty. [0 et |
orouenny: B et [

Note: If you do not know the product number, access the Product
Inquiry window by clicking the Products tab. Refer to the
section on Performing Searches.

3 Continueto enter products and quantities; click Add to include these
products in your shopping cart.

4  Click continue > when you are finished adding products to your
order. The Shopping Cart Shipping Information page displays. Or,
click To Checkout to go the Shopping Cart Checkout window.

5 If you clicked continue >, confirm that the shipping information is
correct or make any changes. In particular, verify that the Ship To
information is correct before changing other settings.

Note: If you have security to only enter quote orders, the Order
Type field defaults to QU-Quote order, and you cannot
change the order type to a sales order.

6 Click continue >. The Shopping Cart Notes page displays. Or, click
To Checkout to go the Shopping Cart Checkout window.

7  If you clicked continue >, enter any notes you want associated with
this order.

8 Click continue >. The Shopping Cart Checkout page displays.
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Shopping Cart Checkolrt

Shipping Information

Bill Te: Shia T
Grarowew wanutsctuniro Grandviews Mz aufacring foors
401 Woodman Liwes AL Woodiman Lireee

Calorada Sings Colosacc Springs

0 21318 i 20018

Shipning Detalls

P Yarehouse! WzinwWarenause {maind
Fzlerente Imsraztiors: ko Fiiday Deliveries

Enterad: e rirna LS Erd-rcmn

Maguested 0772204

Ship via;

Total: 5 003.25

Viaw Printable Varsion

To print the order, click View Printable Version. On the printable
version page, click Print. Your computer’s print dialog box displays.
To place the order on acredit card, click Place on Credit Card.

To place the order on account, click Place on Account.

-
Order Details for Stock Crder 100087300
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Shippring Intormatien

Zateed: M2
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Qrdet placed 5 UGGES sl |r

1 =i

3R R e i Frai: o3

R TR Ty T ot I 2R =difibonae gl Gre2
Z.lte 1035

_altir ar= L=tyzr

] R - 5 [ kA

Shipping Details

o Tor a 2% "0 Hul 30

WArskausss malr
b I - LIS (srcund
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Fular 1 il
FE I { =R N1 - |
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Total: 186.1Q
< Fravious et -
May 2004



21

Copying Items

Use the Copy Items function to copy the lines of an existing order to the
active Shopping Cart. If no Shopping Cart exists, one will be created. This
functionality is available when accessing an order through Order Inquiry,
Back Orders, or Transaction Liting.

To copy items to the current shopping cart

Use these instructions to copy items from an order to the current shopping
cart via Order Inquiry.

1
2
3

Hover over the Orders tab to display the Orders submenu..

Click order Inquiry.

Find the order you wish to copy by order number or using the Basic
Order search function.

Select the order number from Order/Batch column of the Order
Listing window. The Order Details window displays.

Verify that thisisthe order you wish to copy. Click Copy Items to
the Current Shopping Cart. The Shopping Cart window displays.
Proceed with the regular order entry flow: Shipping, Notes, and
Checkout.

Adding and Deleting Notes

Follow the steps below to add or delete notes to an order.

1

2

w

Click the shopping Cart button &P The current Shopping Cart
window displays.

Click Notes from the Index to access the Shopping Cart Notes
window.

Enter your note or modify existing notesin the text field.

Click continue to save your note, or click Delete to remove the note.

Note: Click abutton on the Index or click Back to go to that
window with no changes being made to the note.

Adding and Deleting Comments

Follow the steps below to add or delete comments from a product line.

1

Click the Shopping Cart button @=® . The current Shopping Cart
window displays. If there are multiple orders, click Switch Carts to
choose the order you want to add or delete acomment from.

Click the com hyperlink in the Line column. The Order Line
Comment window displays.
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-
Shopping Cart ltems

1L Product Dascription oty. Avallable Price Disa. Eut.

1 3 e 0 - eath Q00 OO00% 0 00

Tapper “T* hande - 5° 43 - gact 000 0.00% 0.00

Correyos Bel Frame | 364 Black 32 - each 150000 0.00% 15,000 00

Total: § 18.000.00

w

Enter comments or modify existing commentsin the text field.

4  Click Add to save the comment, or click Delete to remove the entire

comment.

Note: Click Back to return to the Current Order window.

Order Inquiry

Use the Order Inquiry function to make inquiries on past and present
orders. If known, you can enter an order number. However, you can also
inquire using the basic or advanced search function, which searches on
various criteria: shipto address, PO number, order type, transaction type,
etc. The Order Listing window displays the search results.

To inquire on an order

1 Hover over the Orders tab to display the Orders submenu.

2  Click order Inquiry. The Order Inquiry window displays.

3  Enter an order, search viathe Basic Order Search function, or for a
more detail search, choose Advanced Search.

4  Click Go. The Order Listing screen displays with your search

results.

5  Click an order/batch hyperlink for specific information about an

individual order.

Back Orders

Use the back order functionality to display alist of current back ordersfor

your company.

[ Back Qrder IListimg

Frosduci Dwucripiion
g0y T3 Sdonsian, Fioe O 6Rod

1D ¢ T Sutond o, Tioe 30 BShie B, E°

To inquire on a back order

k=118 HOR  Qrder R, Linaiwl Qrder Doty Due Dais
2500 each JORIATEO] 1 [T Q&1 ThaR

#1.00 mech IOBCATE.O] 2 L L) a2 TreE

Use these instructions to display alist of back orders.

1 Hover over the Orders tab to display the Orders submenu.

Note:

The message No Back Order is Found displays when there

are no back orders. Back Orders are currently displayed
only for the shipto displayed on the Session page.

May 2004



23

2  Click Back Orders.
3  Click aproduct number hyperlink to display more information about
the product.

Note: If notes or comments are attached to this product, an
asterisk (*) or an exclamation point (1) displays next to the
product number. Click the asterisk or the exclamation point
to display any notes or comments.

4 Click an order number to display the Order Details window.

Placing a Quote

A quote order alows you to view prices on products without actually
submitting an order. A quote is entered like an order. A quote has no effect
on inventory or account balances and must be converted to aregular stock
order by your sales representative before it impacts your account balance.

1  Click the shopping Cart button &P
2  Enter aproduct quantity in the Order Quantity field. Then enter the
corresponding product number in the Product field.

Note: If you do not know the product number, access the Product
Inquiry window by clicking the Products tab. Refer to the
section Performing Searchesin this chapter for more
information.

w

Click continue when you are finished adding products to your order.
4  Select Quote from the Order Type option. Click Continue to save the
change and access the Notes page.

Shipping Detils
C 0Of o Ngrmal
st in Teme
Enfere [ ETI =
Fequested  J4TIBN3 " Enip Compists
T Tag ardl Hoks
Iar | i 1'.|:J
-|-|
Total: § 18,000.00

5 Or, click To Checkout to place the quote. After clicking Place Quote
Order, the Order Details for Quote page displays with the quote
number.
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Shopping List

The Shopping List functionality allows you to create lists of
frequently-ordered products. Once you have created and saved a shopping
list, you can use them to create orders. For example, you can copy items
from alist or multiple liststo the current shopping cart. Then you can
select another list and copy those items to the cart.

To create a shopping list

1 Hover over the Orders tab to display the submenu.
2  Click shopping List.
3 Enter the name of the new shopping list in the create a new list field.

Shopnmng Gan orier Inpuiry Bk Orders Shopging Lists

e "
Salact a Shopping List: ILith 'l or create o new list :I m

P'eadnt= el 1= LR Loal=te s =1

Heneiliet [IrcPs Oy Deacrimnn

4  Click Go. You can now enter itemsto that list.

To add items to a shopping list
Y ou add items to your shopping list from a shopping cart or from a search.

Note: Before you add items to a shopping list, make sure you have
created a shopping list.

1 Hover over the Orders tab to display the submenu.

Click shopping Cart.

3 Enter the quantity and products in the Add Items to Shopping Cart
section.

N

il
Add Items to Shopping Cart

Orde’ Guantty; !2 Product: [1-141

Orde’ Quantity !5 Product: [1-1071
Crde: Quantity; !EI Froduct: |

4  Click Add. The Shopping Cart page refreshes with your order.
Continue to add products, or go to the next step.
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Shepping Lists fer : cjms
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Shepping Cart fems
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Aeldd tems te Shoapping Cart
(BT (B <TG 11 |I] Zaduel |
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5 Fromthe Shopping Lists for: section, select Copy Cart Items to List

from the drop-down list.
6  Choose the shopping list from the drop-down list.
Click Go. Theitems from this cart are copied to your shopping list.
8  Proceed shopping.

~

To view a shopping list

1 Hover over the Orders tab to display the submenu.

2  Click shopping Lists.

3 If you have more than onelist, select one from the Select a
Shopping List drop-down list. Thelist automatically displays.

To delete a shopping list

1  Hover over the Orders tab to display the submenu.

2  Click shopping Lists.

3 If you have more than onelist, select the appropriate list from the
Select a Shopping List drop-down list. The list automatically
displays.

4 Click the Delete this list hyperlink.

Microsoft Internet Ex x|

@ Delete this Lisk?
Zancel |

5 Click oK to confirm the deletion. Thelist is deleted.
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To copy items to a cart from a list

Thisfunction is helpful if you want to use two or more shopping list for a
shopping cart or use a shopping list and then add more products.

1 Hover over the Orders tab to display the submenu.
2  Click shopping Cart.

5
Ehopping Lists Far 2 gjins

[ Zapsite vz to Cormten Lis =] JLis1 =] =5 vy ctiaeeinng s Eo

Shepping Cartltams

WO HO Hiod Mk O e s in This S homnp i C 8t et

6%
r.l'hdd Items te Shapping Gart ]
Zder 3 saniin: [0 roadez: |
Sy 2 ity [0 Fo |
Sedur S sanlil Foodu_: |
<D

3 Fromthe drop-down list, select Copy Items to Cart from List.
4  Click Go. Thelines from the shopping list are added to the shopping

cart.

- h!
Bhopping Lists tor : ¢ims

|l::l|:l;.-' =g ho CoH o J‘E'._:l |Li‘5t' .;l P e prenzcbiler e lis | m
Bhepping Cart ltems
L Fimhmt Diewiwiplivn Oy, Snrsbabde Pam:e Do, L=l
Tt 0 0 LAHP e Sl el r:'_ﬂ R | Lo i T I - HI S
1eLT 1.1 .I0 CowescDeb Trarrad dt DIz | #53-c 172 20)s 220

* [
lodal § WG
oo

" .
Add e s Shapping Cart
e et Ju <t |
Zeear Lusit | “rac ael: |
T S onclibe II: Sl l

Limecaracided

5 Additemsfrom another list, or proceed with shopping.

May 2004



ProfilesTab

The following tasks can be performed under the Prof

= Viewing your account information
= Changing information for the current session

Account Information

iles tab:

The Account Information page allows you to review your account. Y ou can
view information, such as monthly balances and the transactions that make
up that balance. Y ear-to-Date information is displayed along with terms.

-~

Account Imfermation - Grandwvisw Manufacturing

-

Lomtact Information

(5 QCoon - 220103 32 3E5 62

Mizcelaneous Information

Crac it Ll CH305309
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(o] 819° 3

Ealance Imtormation

(1 110303 -120%'03 32347 27
200X 110202 o0l
(30023 -1m0203 1,552 35

() s s Ul

Ml

F1mass-11111
£651313

Sulure Fecice Balar ce 59 431,20
sevice Chargzs 0.co
wise, e dils -2 93163
Jncpplied Cash zh
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Aury Davs e Far |
ChQrdet ER3,0:8 83
Futare Qrdzr 3267 T
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Mo St Dal. 1924224r
Las1 =a¥mant 2C00d
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Viewing Your Account Information

Follow the steps below to display information about your account.

1
2
3

Hover over the Profiles tab to display the submenu.

Select Account. The Account Information window displays.

Click a period balance to display the Transaction Listing window

and view detailed information about specific invoices.

Viewing Transaction Listings

Use the Transaction Listing page to view order details of aninvoice. Once
you select aparticular invoice, you can copy the items to the current
shopping cart or print it.

1
2

3

Hover over the Profiles tab to display the submenu.

Select Account. The Account Information window displays.

-
Account Infermatien - Grandview Manufacturing
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i1 032203 - 0901003 1.00 U-appl =d Cash - 2835
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Ilq=arm s~ Y1 2 (| ' il A b o o B R
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Ramnz T 12,081 18 Lazi Purt - ase 102425

Click a balance period hyperlink from the Balance Information
section. The Transaction Listing page for that balance displays.
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Transaction Listing
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4  Click aninvoice number from the Invoice No. column. The Order
Details page for that invoice displays.

Order Details for 3tack Order 15-0d
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5 Toview product details, click the product number hyperlink under
the Product column.

6 Tocopy theitemsfor the invoice to the current shopping cart, click
Copy Items to Current Shopping Cart.

7  Toprint thisinvoice, click View Printable Version. On the printable
version page, click Print. Your computer’s print dialog box displays.
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Session Information

A session is the active connection between you, the user, and a computer,
in this case eSales. Each session lasts until you log out or close the
browser. It may also time out based on a certain time span of inactivity.

The Session Information page displays information about the active
session, such as company number, operator, default shipto address, and
warehouse. Y ou can also modify the shipto address, the warehouse
number, or page size for this session only. When you log out and log back
in, the shipto isthe same as it was when you logged out, the warehouse
defaults from the first existing Shopping Cart eSales can find (or else your
default), and Page Size returns to the default.

i

Besslon Intarmaoan
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The following table shows information about each field in the Session
information screen.

Session Info Description
Company Displays your company
Customer / Ship To Displays the customer number and

shipto you are currently using. Select the
Ship To hyperlink to change the session

shipto.

Warehouse Choose a session warehouse from the
drop-down.

Shopping Cart If one exigts, this field indicates the

active shopping cart order number.

Page Size Change how many rows of results are
displayed on various screens.

Operator /Type Displays the operator information

Login Displays your login name

Admin Email The e-mail address new login requests
aresent to

Sales Email The e-mail address quote order

notifications are sent to
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Setting the Session Shipto Information

1 Hover over the Profiles tab to display the submenu.
2  Click session.

Saseien Imbarmatian
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3  Click the ship To hyperlink. The Ship To Listing page opens.
e
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4 Click the select hyperlink of the shipto you want to use.

Changing Your eSales Center Display

There are two methods of modifying the display: changing the number of
lines displaying and changing the screen resolution. Modifying these
settings is a matter of preference and will not affect your data.

To change the number of lines

1 Hover over the Profiles tab to display the submenu.

2  Choose Session.

3 InthePage Size field, enter anumber to increase or reduce the
number of lines that display.

Note: Thisfunction appliesto the page size for the Shopping Cart,
the Order Inquiry list, the Back Order list, and Shopping
Listsonly.

4  Click update.

All changes made take effect for the current session; the default of 8 lines
resets when you log out or close your browser.

To change the screen resolution

Consult your Windows User Guide or Microsoft.com.
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