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Discovery Training: Sales Orders

Last Modified on 07/01/2025 4:07 pm EDT

This guide walks you through tasks for learning how to work with sales orders in aACE. It
is intended for new users in the Discovery process.

Introduction

This Discovery Training guide introduces sales orders and how aACE helps automate sales
processes. It will reinforce what you learned in the last training guide, while building on your
knowledge of transactions. This guide will not focus on basic steps or knowledge. It
presumes you are familiar and comfortable with the foundational topics already covered:

® DiSCOVGrV Training: Basics (https://aaceé.knowledgeowl.com/help/discovery-training-basics)

e Discovery Training: Purchase Orders https://aaceé.knowledgeowl.com/help/discovery-training-purchase-orders

While aACE has many types of orders (nttps;/aace6 knowledgeowl.com/help/overview-of-orders), this guide will

concentrate on sales orders. You can check out our webinar on sales orders

(https://showme aacesoft.net?id=10063) tO learn about the different order types and more.

For this training, you will be working with the Contacts module and the Orders module. You
will first create some contact records. One of these should be connected to shipping
responsibilities. Another should be linked to A/P tasks. This is to highlight how aACE allows
you to specify a shipping contact that is different from the Bill To contact.

Creating Contacts from the Companies Module

In your previous training with the Companies module, you created new customer and
vendor companies. We will be working with your customer company. We'll add multiple
contacts to the company to show how aACE helps you send the right information to the right
person.

Adding Communication Methods to a Company

To begin, we'll first update the general information for communicating with this company.
Keeping track of a customer's communication methods is vital for maintaining a good
relationship. We will locate your customer company record and update it to include general
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contact methods.

1. From the Main Menu, click CRM & Sales, then click Companies. Use the Quick Search
(https://aace6 knowledgeowl.com/help/using-the-quick-search-bar) bar to search for the Company Name or

Abbreviation of your customer company.

eace Companies B
) % Click the search button ta find records, Wewd  Edtgh Deeted Pt Actons A

8-
B Type State [ Prow Postal Code  Phone Sales Rep  Acct Mgr  Status
Show All | Fnd my Companies | Find Companies with x Sales Yolume | Find Companies with x Disbursement Volume | Related Records v {:}

2. Click your customer company's Go To arrow (>).

[ ] Companies

®
P
=

* Record: 7 of 16 Mewds Edt# Deeted Privtid  Actions 30

Companies sw e s

Customer Y E v
B Type Company Mame Abbe city State { Prov  Postal Code  Phone Sales Rep  Acct Mgr  Status
> Customer 622 Jrd Avenue Co LLC 50150 P York NY 10007 (555) 465-9685 M awtve @A -
> Customer M Comstruction Carp w0151 Meew York W 10018 (555 666-9331 MM arve @A -
> Customer AECOM Tishman S0152 Tiew York Y 10003 (G46) 435-6377 PMH actve @ A -
= Crshomas AFG Congtruction Mgent Inc S0193 M Vork WY a3 (555) 450-2674 MH ACTIVE . o -
> Customees Americon Construction Inc 0194 M York WY w7l (555) 264-0159 MH ACTIVE . A =
st Aaphalt Green 50155 M York NY 10128 (555) 264-8890 MH aTvE @ A -
(}mm‘: Cathness Energy LLE 50156 Mew York Y 10007 (555) 511-9093 MH acrve @ A -
Customer Chestrut Ridge Middie School 50160 Chestrut Ridge Y MH actve @ A -
> Gl Clark Constrisction Corp s0197 P York Y 10003 (555) 209-1783 MH e @A -
> Customer Creative Finishes LTD 50158 P York NY 10001 (555) 222-6920 MH wrve @A -
= Qustormes D) Kright & Co LTD 50199 Heew York WY 10003 SEESE55555 MH ACTIVE . A =
> Customer Mew York Leaming Co WLE Broaktyn WY 11238 % M arve @A -
> Customer P5. 118 50127 Bronx Y 157 (555) 212-8475 3% M acrve @ A -
= CLrshomes Paenn Harris Madison 50091 Tarmytawn WY 10551 b HH ACTIVE . o, =
> CUSDIT Cuasns County School District 50068 AStOE NY 11105 (212) 555-0674 % H AacTvE @ A -
> Custimes Wiestbury Catholic High Schoal 50136 Wisstuiry Y 11550 (518) 555-7484 % H e @A -
Show All Fnd my Companias Find (D'\‘!Pﬁ'\n“tnll’ﬂ x Sales Voluma Fnd Co‘nr.\ne—i with x Disbursemant Volume Refated Rocords v Q
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3. From your customer company's detail view, click Edit.

[ ] Companies . B
. \_/
Company: Caithness Energy LLC (50196) acTive @
Company Details Sales & Marketing | Customer Details = Wendor Details | Finance & Accounting Notices Tasks B Emails i Docs
Company Info [0 Q@ Contact Info Other Info

565 Khrystall Ave # 20

New York Y 10017

United States American
Contacts (1) Locations Linked Contacts Linked Companies Lists
B
* L

4. Inthe Contact Info section, enter real or hypothetical contact information, including a
phone number, an email address, and a website URL. Click Save.

ade Companies B
Company: Caithness Energy LLC 50196 ACTIVE @

Company Details Mobices Tasks G Emails B Docs i

Contact Info

Company Info ] @ Other Info

Cushormer

(555) 911-9099 (555) 911-0990 Lilities.

565 Khrystall Ave # 29 (555) 911-090% (#2#) seg-gass
info@caithnessenengy.com =
Mew York NY 10017 www.calthnessenengy.com =]
ymuall Fiormat g “lobe ] Publc”) @ Man R
United States American
Contacts (1) L Locations Linked Contacts Linked Companies
(+] a
#  Limt-To Ofic Cancal m

Note: The Phone / Fax Format and Email Format fields allow you to configure aACE so
the system can help you enter data more consistently. You can specify the default
formatting for DOStal and Dhone number fields (https://aaceé.knowledgeowl.com/help/changing-the-default-
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postal-and-phone-formats). FOr details on how to use the Email Format field, click the Infoicon ( @

).

Creating a New Contact for a Company

In tandem with the Companies module, the Contacts module helps you manage information
about the individuals you interact with at an organization. You can link multiple contacts to a

company. You will create a new contact for this customer directly from the company
record.

1. From your customer company record, be sure the Contacts tab is displayed. In the
Contacts section, click the Add icon ( g3 ).

L ] Companies
EE

Hewdp Editd* Deete FPrivtid  Actions A

Company: Caithness Energy LLC (50196)

active @
Company Details Sales & Marketing | Customer Details = Vendor Details | Finance & Accounting Mobices Tasks G Emails B Do i
Company Info ] @ Contact Info Other Info
Customer (555) 911-9099 Construction Untilities:
Office Address Apsidertial Fas Proes / Fax Format
565 Khrystall Ave # 29 Do Mot Format
Mew York WY 10017
United States: American
ocations Linked Contacts Linked Companies Lists
- i TH Phone default Stabus A0
- Belinda Jamison Accounts Payable Specialist (555) 911-0900 v [ ]
Jim Bishop ‘Warehouse Manager (555) 911-9099 [ ]
* £

This opens the Contacts module with a new contact record ready to edit. The record is
automatically linked to the customer company record. At the new contact record, note
the following details:

A. The Key Contact flag designates a contact as a focal point for communications with
the company. aACE will bold a key contact's name in lists of contacts. You can mark
this flag for multiple contacts within an organization.

B. aACE autofills some information from the company record, using the address and
communication methods you entered. This data is noted by italicized text.
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Contact:

Contact Details |

Company Info (1 Q
[

Related Contacts (1)

Linked Companies

Contact Info
(555) 911-9099
Fax
(555) 811-080%
P Fax Format

(#a8) swa-wass

Web Address
Wi, calthnessenerngy. com

Lists

Ext

Actions 3
-
PENDING [
Notices Tasks G Emals i Docs i
Best Way to Reach
Alt Contact Types
we  Value x
crt (RN

2. Enter data for First Name, Last Name, Title, and Department.
You can use an actual contact from your customer company or enter hypothetical data.
For some of the following demonstrations, we suggest creating a contact related to
shipping workflows (e.g. Warehouse Manager, etc).

3. Click Save.

aACE validates the data, then prompts you to activate the contact.

4. Click Activate.

aACE updates the record status to Active.
5. Close the Contacts module and return to the Companies module.
aACE lists the new contact on the Contacts tab.
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aoe Companies B
-

Hewde Edt# Deleted Pritim  Actions A

Company: Caithness Energy LLC (50196) ACTIVE @
Company Details Sales & Marketing | Customer Details  Vendor Details | Finance B Accounting Hobices Tasks G Emals i Docs
Company Info ) Q@ Contact Info Other Info
Customer (555) 911-909% ‘Construction Lnilities:
565 Khrystall Ave # 20 (555) 911-0909 (g2 seu-sass
info@caithnessenergy.com =
v web A i Tl

New York NY 10017 www.calthnessenengy.com 2
Country ¥ Email Format g “Jokn ) Publc”) @
United States: American j.q-public@caithnessenergy. com

Contacts (1) | Locations Linked Contacts Linked Companies Lists
ED coeitact Hars ¢ St A0

- 1im § Bishop ‘Warehouse Manager (555) 911-0099 = [ ]
* ")

6. Mark the flag to identify your new contact as the Default.
This flag designates the primary contact for this company. When you link a company to
another record (e.g. a sales order), aACE will autofill this contact's information. You can
mark only one contact as the Default.

‘'soe Companies B
& Mewdp Edt# Deleted Priotm Acsons A
Company: Caithness Energy LLC (50196) ACTIVE @
Company Details Sales & Marketing | Customer Details | Vendor Details | Finance & Accounting Motices Tasks [§ Emais 53 Docs
Company Info (5] @ Contact Info Other Info
Cushormer {555) 911-9099 ‘Construction Liilities.
565 Khrystall Ave # 20 (555) 911-0909 (#e&) sen-sass
info@caithnessenergy.com =
New York NY 10017 www.calthnessenengy.com 2
Country Email Farmat (using “Jobe ) Pubic”) @
United States: American j.q-public@caithnessenergy. com
Contacts (1) | Locations Linked Contacts Linked Companies Lists
n A i Phane o
- 1im 5 Bishop ‘Warehouse Manager (555) 911-9099
* ")

7. Repeat these steps to create and activate a second contact. We suggest creating a
contact related to billing workflows (e.g. Accounts Payable Specialist, etc). Then update

Powered by aACE | 6



aACE Software

the Default assignment so your A/P Department contact is the default.

e0e Companies B
@ Mewdp Edit# Deleted Privti  Actions B
Company: Caithness Energy LLC (50196) acTive @
Company Details Sales & Marketing | Customer Details =~ WVendor Details |  Finance & Accounting Notices Tasks B Emails i Docs
Company Info [0 Q@ Contact Info Other Info
Custhomer {555) 911-9099 cmm.:mn L.‘IILB
565 Khrystall Ave # 29 Do Mot Format
Mesw York MY 10017
Postal Farma <) @
United States: American

Contacts (2} L Locations Linked Contacts Linked Companies Lists
- Jim Bishop ‘Warehouse Manager (555) 911-9099
Bedinda Jamisan Accaunts Payable Specialist (555) 911-0900

#  Limit-To Offics Q

Note: Only one contact can be flagged as the Default. Typically this is the person who
other aACE users would reach out to for answers to questions.

Orders

The Orders module allows you to view, manage, and fulfill orders. It is one of the most
important screens in your aACE system. aACE includes functionality for multiple types of
orders (i.e. sales, production, and service). These three types prioritize certain features that
are most helpful for certain businesses. This training guide will focus on sales orders. The
sales order type easily demonstrates key features that the other order types share.

Creating a Sales Order

Creating a new sales order involves the same general steps for creating records that you've
practiced so far. As we work with sales orders, we will be using line item codes (LICs) from
the sample data in your Discovery system.

1. From the Main Menu, click Order Management, then Orders. At the Orders module
header, click New.
This displays a popup menu where you can select from the various Order record types.
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2. Click Sales.
This creates a new sales order record. The Bill To company selection popup is displayed
and required fields are shaded pink.

Order: 60015 07/04/23 = eenomng O

Sales Order Motices Tasks [§ Emnalls B Docs &
Bill Te + Ship To End Customer + Comments & Next Steps

ﬁ ¢ Customer PO # Srip T = Blind If 9 Ship Type Ship Date
Complete  07/06/23 |

[
Billing Terms Shigping Terms
dditional Info Next Step Next Step Date
s =
e Defa
¥ o = Cuantity 5 Unit F A gin A
Addr
Subtotal 0.00 & 0%
Adjustment 0.00
Total 0.00 i
Sales Billing Fulfillment Shipping
: : Shipping 0.00 a.00 A
Order Type Payment Account Recurring Transaction > Corrency Exchange Rabe Tax (Required) 0.00 &
Sales Grand Total 0.00 0%
# Dot A 3| Asgn By DJ y AsgnTe 09 \ Tracking Status Cancal m

3. Inthe Bill To company selection popup, begin typing the name of the customer
company you created to activate aACE type-ahead, then press ENTER.
aACE populates the fields with the address and Default contact from the company
record.
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[ N ] Orders B
Order: 60015 Caithness Energy LLC 07/04/23 = penoine O
Sales Order | | Notices Tasks 5 Emails Docs &
+ Ship To End Customer il _ Comments & Next Steps
Ship To > Bling E Q Ship Type ip Date
Caithness Energy LLC Complete  07/D6/23
i - . Jim Bishop I
S65 Khrystall Ave # 29 e e S65 Khrystall Ave # 20
New York, NY 10017 1 Wew York, NY 10017
Ship
Additional Info et Step Next Step Date
s s =
Order Items
Code Description Inviry ARs  Upgs Opts Cases  Cuantity 80 DS SO Linit Price Unit Adj Tota Mamgin A
Subtotal 0.00 & 0%
Adjustment 0.00
Total 0.00 [
Sales Billing Fulfillment Shipping
: b Shipping .00 00 A
Qrder Type Payment Arcount Recurring Transaction Currercy Exchange Rate Tax NYC 0.00 &
Sales usD 1 Grand Total 0.00 (5]
o+ Dogi Al o/ dsgn By OV \ AsgnTo 00 | Tracking Status Canal m

Note: The Ship To address initially matches the Bill To address. By default, aACE uses
the primary address and the Default contact for both Bill To and Ship To sections.

4. Click the Bill To field again.
This displays the Bill To popup.

5. Click the Contact field, enter the initials for the contact you created related to billing

workflows, then press ENTER.
This updates the contact for the billing information, but leaves the shipping contact

unchanged.
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[ N Orders
— v g x f=  Actions 3
Order: 60015 Caithness Energy LLC 07/04/23 = penome O
Sales Order Notices Tasks 5 Emails Docs &
Bill To o+ Ship To End Customer + _ Comments & Next Steps
Cush piind | B 9 Ship Type Svp Date
Complete 070623 |
Rabe Card D . " . Trweniory Bin
New York, NY 10017
Billing Ter 5 g Terms
Met 30
Description Additional Info et Step Next Step Date
s s =
Order Items
Code Description Inviry  ARs  Upgs Opts Cases  Quantity B0 DS 50 Uinit Price Unit Adj Tiota Margin
Subtotal 0.00 B 0%
Adjustment 0.00
Total 0.00 0%
Sales Billing Fulfillment Shipping
: : Shipping .00 [T
Order Type Paymint Aroount Rocurring Transaction CTercy Exchange Rate Tax NYE 0.00 &
Sales s i Grand Total 0.00 (5]
o+ Dogi Al o/ dsgn By OV \ AsgnTo 00 | Tracking Status Canal m

Note: You can also specify when certain contacts should be used by entering more

information on a company record's Contacts or Locations tabs.
6. Inthe Order Items section, use the LIC selector ( £ ) to locate and select TBLT-7, then

save the selection.
This adds the LIC to the Order Items list.
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[ N Orders
— g = Actians A
Order: 60015 Caithness Energy LLC 07/04/23 = penoine O
Sales Drder Notices Tasks G Emails Docs &
Bill To o+ Ship To End Customer _ Comments & Next Steps
Bl To: > B 9 cmeneros Srip To = Blind B 9 shpTye S Date
Caithness. Energy LLC Caithness Energy LLC Complete 070623 |
Belinda M Masterson - r Jim Bashop PR
565 Khrystall Ave # 29 i 565 Khrystall Ave # 29 —
New York, NY 10017 Wew York, NY 10017
Billing Term Shigy s
Met 30
Description Additional Info et Step Next Step Date
s =
Description Inviry  ARs  Upgs Opts Cases  Quantity B0 DS 50 Uinit Price Unit Adj Tiota Margin
L Student Tabiet, 7"Screen 170 2 7 + E o i 481,25 0.00 481.25 Ll
Subtotal 0.00 B 0%
Adjustment 0.00
Total 0.00 0%
Sales Billing Fulfillment Shipping
: : Shipping .00 [T
Order Type Paymint Aroount Rocurring Transaction CTercy Exchange Rate Tax NYE 0.00 &
Sales s i Grand Total 0.00 (5]
# Dop A1 | Asgn By U | AsgnTe D2 | Tracking Sabus Cancal m

7. Hover your mouse cursor over the order item's Unit Price field.

This displays a calculation tooltip that summarizes how the cost or price of an item was
calculated. You can also review the relevant calculations this way in the Unit Adj, Total,

and Margin fields.
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[ N ] Orders B
= ¢ Actions 3
Order: 60015 Caithness Energy LLC 07/04/23 = penome O
Sales Drder Notices Tasks G Emails Docs &
Bill To o+ Ship To End Customer + _ Comments & Next Steps
Bl To > B 9 custome PO # Ship To > Bind | @ 9 ShpType  Stip Date
Caithness Energy LLC Caitfiness Energy LLC Complete  07/0623 |
Belinda M Masterson R e Jim Bishop Trwontory Bin
565 Khrystall Ave # 25 . 565 Khrystall Ave # 9 S
New York, NY 10017 1 Wew York, NY 10017
Biling Terms 5 erms
Met 30
Description Additional Info Next Step Next Step Date
s & -
Order Items

g Tt Mamgin A
481.25 LECBE

Uinit Frice
481.25

Code Description Invtry AR Upgs Opts Cases  Quantity B0 DS 5§
= TELT-7 L Studert Tablet, 7"Screen 170 2 7 4 E o 1

it Liniit Pries: 481,25
Rate Card Unit Price: NjA
Welume Divezunt: 0.00
Vohsme Price: 48125
‘Customer Discoun: 0.00 (0%]
Suggeibed Price: 48135

Subtotal 0.00 @ 0%
Adjustment 0.00
Total 0.00 0
Sales Billing Fulfillment Shipping
: b Shipping 0.00 a0 A
Order Type Paryment Acoount Recurring Transaction = Currercy Exchange Rate Tax AYe 0.00 &
Sales usD 1 Grand Total 0.00 (5]

o+ Dogi Al 1| AsgnBy O \ AsgnTo DJ | Tracking Status Cangal m

8. Click the blue highlighted number in the Alts column.
This displays the Options Selector where you can choose an alternate LIC. Alternates
replace the item currently listed on the order. Alternates (https//aaces knowledgeowl.com/help/working-
with-alts-upgrades-and-options) Can be useful when there is insufficient inventory for the initial LIC.

Powered by aACE | 12


https://aace6.knowledgeowl.com/help/working-with-alts-upgrades-and-options
https://aace6.knowledgeowl.com/help/working-with-alts-upgrades-and-options

aACE Software

[ N Orders [*]
i = Actsans
Order: 60015 Caithness Energy LLC 07/04/23 = penoine O
Sales Drder | | [ | Notices Tasks G Emails Docs &
Bill To o+ Ship To End Customer + _ Comments & Next Steps
Bl To > B 9 custome PO # Ship To > Bind | @ 9 ShpType  Stip Date
Caithness. Energy LLC Caithness Energy LLC Complete 070623 |
Belinda M Masterson R . Jim Bishop R
565 Khrystall Ave # 29 Rabe Card » Disc 565 Khrystall Ave # 29 Irwwaritory B
New York, NY 10017 Y New York, NY 10017
Billing Terms S erms
Met 30
Description Additional Info Next Step Next Step Date
s s =
Order Items
Code Description Inwy s Opts Cases  Quantity B0 DS 50 Uinit Price Unit Adj Tiota Margin
= TELT-7 L Student Tablet, 7" Screen 170 + E i 481,25 0.00 481.25 Ll
Subtotal 0.00 B 0%
Adjustment 0.00
- — Total 0.00 0%
Sales Billing Fulfillment Shipping
: : Shipping .00 [T
Qrder Type Faryment Acoount Rocurring Transaction > Currency Exchange Rate T“ Nm Dlw i
Sales s i Grand Total 0.00 i

o+ Dogi Al 1| AsgnBy O \ AsgnTo DJ | Tracking Status Cangal m

9. Inthe Options Selector, select TBLT-8 and click Save.
aACE removes the TBLT-7 LIC and enters the TBLT-8 LIC, updating the pricing.

Selected Options:

Line [tem Code

Type Lire Item Code

Technology TBLT-3 | Student Tablet, 9" Screen - TELT-8 | Student Tablet, 8* Screen

Displaying 2 of 2 found

10. Inthe Order Items section again, click the blue highlighted number in the Upgs column.
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This displays the Options Selector where you can choose an upgrade LIC. Upgrades are

added to the order as child items under the initial item. Upgrades

(https://aaceé knowledgeowl.com/help/working-with-alts-upgrades-and-options) Can be used to add value on a

customer order.

e0e Orders [*]
Order: 60015 Caithness Energy LLC 07/04/23 = penoine O
Sales Drder Hotices Tasks [5 Emalls Docs &
Bill Te + Ship To End Customer + _ Comments & Next Steps
Bl To = B 9 Customer PO & Ship To = Biind B 9 Shis Tyee Ship Date
Caithness. Energy LLC Caithness Energy LLC Complete  07/06/23 |
Belinda M Masterson P o Jim Bshep e i
“SK l‘ﬂ“’z’ Rate Card 565: llM'E Irvventory BN
New York, NY 10017 Wew York, NY 10017
Billing Term sh erms
et 30
Description Additional Info Nt Step Nt Step Date
" s =
Order Items
B code Description Inwtry ot Cases  Cuantih 50 Uit Price Unit Adj Tota Margin 0
* TELT-8 L Sudent Tablet, 8" Soreen 100 2 Es 1 525.00 0,00 525.00 2% o
Subtotal 0.00 B 0%
Adjustment 0.00
Total 0.00 %
Sales Billing Fulfillment Shipping
: : Shipping 0.00 a.00 A
Qrder Type Paymant Account Rocurring Transaction > Cn i Exchange Rate T“ Nm Dlw ;
Sales uso 1 Grand Total 0.00 (]
# Degi A % Asgn By DJ y AsgnTe 0 \ Tracking Status Cancal m

11. Inthe Options Selector, select TBLT-8C and click Save.

This adds the new LIC under the initial TBLT-8 line, with the Description indented. The
TBLT-8 becomes a 'parent' item, while the TBLT-8C becomes a 'child' item.
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Order: 60015 Caithness Energy LLC 07/04/23 = penomne O

Sales Drder | | [ | Notices Tasks G Emails Docs &
Bill To o+ Ship To End Customer + _ Comments & Next Steps
Bl To > B 9 custome PO # Ship To > Bind | @ 9 ShpType  Stip Date
Caithness. Energy LLC Caithness Energy LLC Complete 070623 |
Belinda M Masterson R . Jim Bishep Irvvaritory Bin
565 Khrystall Ave # 29 Rabe Card » Disc 565 Khaystall Ave # 29 Trwentory B
New York, NY 10017 Y New York, NY 10017
Billing Terms S %
Met 30
Description Additional Info Next Step Next Step Date
s s =
Order Items
Code pgs Opts Cases  Quantity B0 DS 50 Uinit Price Unit Adj Tiota Margin
1 = TELT-8 7T+ ES i 525.00 0.00 525.00 Ll
* TELT-8C + =+ i 14.26 0,00 14.26 65% A
Subtotal 529.26 [© 4%
Adjustment 0.00
- — Total 539.26 43%
Sales Billing Fulfillment Shipping
: : Shipping 15.00 1650 A
Qrder Type Faryment Acoount Rocurring Transaction > Currency Exchange Rate T“ Nm ‘?I” i
Sales s 1 Grand Total 603.65 kL
# Dop A1 | Asgn By U | AsgnTe D2 | Tracking Sabus Cancal m

Note: You can also have aACE automatically add upgrade items by configuring the LIC

record (https:/aace6.knowledgeowl.com/help/working-with-alts-upgrades-and-options) .

12. From the order record, click Save.
aACE runs validations and prompts you to open the order.
13. Click Not Yet.
aACE keeps the order in Pending status.
14. Inthe header bar, click Print, then Print this View.
This displays a print preview of the order. Because the order is in Pending status, the
order printout displays 'QUOTE' in the top-right corner.
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15.
16.

17.

18.

| aACME Education Solutions

{1238 Broadway, New York, NY 10001 (555) 418-8777 — —
] Salusparson Mara Harvey  Dute oz |
(555) 456-3981  Dwiivery UTRERY
mara harveySaacmesolutions.com  Billing Terms Netdn
Bill To Ship To
Caithness Energy LLC Caithness Energy LLC
Beirada M Masierson Jimi 5 Bishop
S48 Khrysial Ave § 29 S84 Khrysesll Ave 0 29
Mew York, NY 10017 Naw York, NY 10007
Phone
(855) 8118088
| Order ltems i
| Uine Code Descrigtion Quantity unit Price o Total
1 TELTS Student Tabiet, 8° Screen 1 528.00 525.00
: A larger version of the Studen! Tatéet i
[ 2 TEUTEC Studant Tazéat, 8° Case 1 14.25 F
[— 539.26 |
Shipping TN
Tax aran
Flgnature Dale [
Grand Total 60365

Close the print preview.

In the order record header bar, click Actions, then Open.

aACE runs validations and prompts you to open the order.

Click Open again.

aACE moves the order to Open status.

In the header bar again, click Print, then Print this View again.

This displays the preview again. Because the order is now in Open status, the order
printout displays 'SALES ORDER' in the top-right corner. An Open order in aACE means
the record is legitimate, in process, and can only be edited in limited ways.
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ene PRINT: Orders 8
1 : = -
S & - (in
Fages Save as POF Print Page Setup

Layout: | ORD: Det__ales Print ~ Vierw As:

aACME Education Solutions |
1238 Broadway, New York, NY 10001 (555) 418-9777 P— 80015 |

Salusparson MamHarvey  Duate ey |
(555) 4563981 Delbvery OTRER
mara harveyiascmesolutions. com Billing Terms Wt 30
Bill Te Ship Te
Cathness Enengy LLG Caithness Energy LLC
Baira M Masierson Jim 5 Bishop
SA5 Khrysial Ave W 23 565 Khryseall Ave # 29
Mew York, NY 10017 New Yok, NY 10007
Pl
(S5 0 1009
Order ltems |
| Une code Descrigtion Quantity unit Price Tae Total
1 TELTS Student Tablet, 8* Screen 1 128,00 szn00 |
A larger version of the Student Tabisl i
2 TeLT-8C Student Tabéat, 8° Case 1 1426 1426
Subtstal 562 |
Shipping 0
Tax aren !
Grand Totsl 60368 |
Paymants 000 |
Payment Due 60188

Close the print preview. Take note of your customer company. In the next phase, you
will continue processing this customer's order, using the Shipping Log module.

Shipping a Sales Order

On an order's detail view, aACE provides multiple tabs for viewing progress and managing
the order (https://aaces knowledgeowl.com/help/overview-of-orders). FOr example, clicking the Management tab

initially displays the Overview tab.
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@ = 3 Record: Lofl

Order: 60015 | Caithness Energy LLC 07/04/23 opeN @

Sales Order Management Job Costs & Approvals Hotices Tasks B Emals & Docs i

Overvhew Procurement Production Shipping & Receiving Invaicing Tasks fef

Code Description & BO 05 50 Ordered Procured Ordered Trrenicd i
» TELT-8 Student Tablet, B* b 1 525.00 0.00 525.00 ©
TELT-8C Student Tablet, B° 1 14.26 0.00 14.26
Subtotal 539.26: 0.00 539.26
Adjustrnent 000 0.00 0.00
Total 530.26 0.00 539.26
Shipping 16.50 0.00 16.50
Tax 4769 0.00 47.89
Grand Total 503.65 0.00 603.65
Order Balance 603.65
AR Balance 0.00
3 Payment Due 602,65 @
A+ Dept A Asgn By DJ Asgn Te D) 1 Tracking Stabus n.

The Overview tab for a sales order is similar to the Overview tab for managing a PO

(https://aaceé.knowledgeowl.com/help/working-with-purchase-orders). |t prOVideS a gOOd deal of information about

shipments and invoices. In this training guide, you'll work more with the Shipping &
Receiving tab. Invoicing will be addressed in a later training guide.

Basic Shipping & Receiving

The Shipping and Receiving tab shows additional details about progress on an order's
shipment(s). Note: Your Discovery system is configured to automatically generate
shipments for open orders. This setting can be changed in aACE's Shipping preferences
(https://aaceé.knowledgeowl.com/help/shipping-preferences).

Let's fast-forward to when your fulfillment staff need to prepare the ordered product for
shipping. If you have any aACE windows open, feel free to close them first.

1. From the Main Menu, click Order Management, then Shipping Log.
This displays the Shipping Log module list view.
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[ N ] Shipping Log B

Mewdp Edtg# Deeted Printia  Actions A

Shipments

v
& Shipment Date Tithe Asgn To Company Carrier Service Tracking & Cost Tracking Status Status m
- GDOOZ Caithness Energy LLC KH Caithness Energy LT 0,00 Ready to Pick PENCING o * -
> BOOOE Caithress Energy LLE KH Caithness Energy LLE 000 Ready to Pick PENDING [
= GO00E Justina Ford Blementary School KM Justina Ford 00 Ready to Pick PENDING [ I
> 60013 Canterville High School K Cantervile High 0,00 Ready to Pick PENDING @ -
> GOOLS Chsdvick High Schoal KH Chaswick High 0,00 Ready ta Pick PENCING [
List Totals 0u00
Show All | Find My Pending Shipmants  Find Pending Shipments | Constrain to Dutgeing  Constrain to Ingoming More Finds w | Related Records {}

2. Inthe Shipments section, click the Go-To arrow (>) for the shipment to your customer.
This shows the detail view for the outgoing shipment. For this training, we will process
the shipment as-is.

ene Shipping Log 8

Hewdp Edtd Dosed Pritia  Actions A

Shipment: 60002 = Caithness Energy LLC 7/4/2023 PENDING ()

Dutgoing Shipment Motices Tasks [G Emalls B4 Docs
Ship To o+ Shipment Info Purchased Description
Stip Ta = pind [ ] B 9 Shigenent Type Carrier Carrer Service Aceount #
Caithness Energy LLC Outgeing
';':55=B'MI'M 2 Ship Terms  Ship Paint Caeriar Tracking (PRO) & Dwbvery Diate Traibes Number BOL Seal Nurmbsr
New York, NY 10017 4 = &
Declared Value Weight L w H Shipping Coest Package Type Package 10s
539.26 0.15 0.00
Packing List
Code Description Ornder Quankity Value Weight  Shipping Cost Bin Ref #(3
- TBLT-8 Student Tablet, 8" Screen = 4 B0015 1 525.00 015 0.00 WH-ZB i
TELT-8C Student Tablet, 87 Case # > B001S 1 14.26 L] 0.00 WH-2D i
2 539.26 015 0.00
o  Degt Al-Shipping Bin Asgn To KH 1 Tracking Status Ready to Pick {}

3. Inthe header bar, click Actions and Ship.

aACE runs validations and prompts you to mark the shipment as Shipped.
4. Click Yes.
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aACE processes the shipment and updates the status to Shipped.

5. Close the Shipping Log module and return to the Order module.
The Shipping & Receiving tab also shows that the shipment is Shipped and the order as

Closed.
e0e Orders [*]
D = % necord: 1001 e # poeed Pt Actons 3
Order: 60015 | Caithness Energy LLC 07/04/23
| Sales Order Management L Job Costs & Approvals | Hotices Tasks 5 Emails B Docs &
Overview Procurement Production Shipping & Recelving Involcing Tasks & Preferences *
Orter Ite BO Moty D ToShip  ResdyToShp  Shipped  Remain % Ship Date Shisging Cast Shipmests a0
* TBLT-B | Student Tablet, B* Screen 1 1 o 0.00 1 s
TELT-8C | Student Tablet, & Case 1 1 L] 0.00 1 -
Total Cost 0.00 @
Shipments

E3 sripment Defivery Date  Title Rex Type PO Carrier Service Carrier Tracking Cost Tracking Status
60002 070423 Caithness Energy LLC ouT 0.00 Ready to Pick

# Dopi Al Asgn By D9 AsgnTo 00 y Tracking Status {}

Note: aACE system preferences can help you automate standard tasks. For example,
your Discovery system is configured to automatically generate invoices and to close
orders. When you mark a shipment as Shipped, aACE auto-generates the invoice. This
invoice number is noted on the shipment record's footer. When an order has an invoice
in Open status and has no remaining product to ship, aACE auto-closes the order. You
can configure these features using aACE's Billing preferences

(https://aaceé.knowledgeowl.com/help/configuring-billing-preferences).

Alternate Shipping Methods

aACE supports other workflows for delivering product to your customers.

Drop Shipping

DrOQ Shpolng (DS) (https://aace6 knowledgeowl.com/help/understanding-drop-shipping) IS typlcally used to send
product from a vendor directly to your customer. aACE generates and sends a PO to the

vendor, with the customer's address as the Ship To address. Your business basically handles
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the purchasing tasks for the customer.

To demonstrate this functionality, we'll run through the process for creating a sales order
again, focusing on the steps for flagging items as drop shipped. Then we'll process the PO so
the sales order progress can continue.

1. Atthe Orders module, click New > Sales.

2. At the Bill To company selection popup, enter your customer company.
On the order record, note that the Ship To section includes a flag labeled Blind. You can
read more about blind shipping in the Overview of Orders

https://aaceé.knowledgeowl.com/help/overview-of-orders#OverviewOrders BillToShipTo guide.

aoe Orders 2]

Order: 60016 Caithness Energy LLC 07/04/23 = penoine O

Sales Order | | | Hotices Tasks B Emals i Docs &
Bill To + Ship Ta End + _ Comments & Next Steps
Bl To > B 9 custome Po # Sip To > @ 9 sheTee S Cate
Caithneds Energy LLC Caithnads Energy LLC Complete  07/06/23 |
Jim 5 Bishap ot Card > .} Jim 5 Bishop P
565 Khrystall Ave # 20 R - 565 Khrystall Ave # 29 Irvvartary B
New York, NY 10017 Y % New York, NY 10017
Billing Terme Shipping Terms
Net 30
Description Additional Info Mext Step Next Step Date
s s =
Order Items
Code Description Inviry  ARs Upgs Opts Cases  Quantity BO DS 50 Unit Price Unit Adj Ticta Margin A"
Subtotal 0.00 & 0%
Adjustment 0.00
- - Total 0.00 0%
Sales Billing Fulfillment Shipping
) - Shipping 0.00 8.00 A

Qrder Type Payment Account Recurring Transaction > Currency Exchange Rate TN N}t‘ U.Dﬂ i
Sales usD i Grand Total 0.00 i
& Dux Al L Asgn By 0 1 hagn To O | Tracking St cancal m

3. Inthe Order Items section, search for and add one of the LICs that you created in the
Purchase Orders training guide (https://aace6 knowledgeowl.com/help/discovery-training-purchase-orders).

4. Make sure the Qty and Unit Price have info, then mark the flag for DS.
This tells aACE the item needs to be drop shipped.
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07/04/23

~ PENDING ()

Order: 60016 Caithness Energy LLC

Sales Drder | | Motices Tasks B Emals Dacs &
Bill To + Ship Ta End Customer + _ Comments & Next Steps
Bl To > B 9 Custome PO s Ship To > pind | O Q SipType o Date
Caithneds Energy LLC Caithnads Energy LLC Complete  07/08/23 |
Jim 5 Bishap P P Jim 5 Bishop R
565 Khrystall Ave # 26 R - 565 Khrystall Ave # 29 Irvverory &
New York, NY 10017 New York, NY 10017
Billing Term Shipping Terms
Ret 30
Description Additional Info Mext Stap Mext Step Date
s =
Order Items
Code Descripton Irvdry o= Opts Cames  Cuantity LUinit Price Unit Adj Tt Margin A
© BW-12p Blwe Widget - 12 pin o + = i 3zio 0,00 3210 1% A
Subtotal 0.00 B 0%
Adjustment 0.00
Total 0.00 0
Sales Billing Fulfillment Shipping
: b Shipping 0.00 a0 A
Order Type Paymint Aroount Rocurring Transaction CTercy Exchange Rate Tax NYE 0.00 &
Sales usD i Grand Total 0.00 (5]
# Dop A1 | Asgn By U | AsgnTe D2 | Tracking Sabus Cancal m

5. Click Save and Open.
6. Click the Management tab.

The Overview tab shows the Procured column with a value. This reflects the DS item

that needs to be procured.

Powered by aACE | 22



aACE Software

Record: 1 of 1 Mew e # Delete¥ Privtia  Actions 3
Order: 60016 | Caithness Energy LLC 07/04/23 oreN @
Sales Order Management L Job Costs & Approvals | Motices Tasks [5 Emals Bl Docs
Overview Procurement Production Shipping & Recelving &ing Tasks & Preferences
Deseription & BO DS 50 Ordered Shippeed Irrvoiced Crered Irrvnicad Riermain
BW-12p Bue Widget - 12 pin v 1 o1 3210 0.00 3210
Substotal 10 0.00 3210
Adjustrnent 000 0.00 0.00
Total 3210 0.00 32,10
Shipping 0.00 0.0D 0.00
Tax .84 0.00 .84
Grard Total 34.94 0.00 34.94
Order Balance 34.94
A/R Balance 0.00
B3 Payment Due M4 @
& Dept M Asgn By AsgnTo 00 | Tracking Status o

7. Click the Procurement tab.
This shows the PO to the LIC's vendor that aACE generated when you opened the sales
order. aACE auto-fills your customer's address in the Ship To address of that PO.

ade Orders B
& = & necond: 1001 New # Deete Pritis  Actons A
Order: 60016 ' Caithness Energy LLC 07/04/23 oFEN @
Sales Order Management L Job Costs & Approvals | Motices Tasks [5 Emals Bl Docs
Overview Procurement Production Shipping & Recelving Inwvoicing Tasks & Preferences
Crer [berr ko D5 20 To Protwre Procured Rernain % Vendor O Werdors  Lead  Procure By PO A
 BW-12p | Blue Widget - 12 pin connection + 1 0 1 100% =1 070623 £ 1 2"

Vendor PO Total Balarce Reqg By Tracking Status Status a0
0.00 0.00 + @ -

# Dogt Al Asgn By D9 AsgnTo 00 | Tracking Status {}
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Note: aACE will not auto-generate a shipment for this order. The shipment will be
prepared by the vendor, addressed to your customer.

8. Click the Go-To arrow (>) for the auto-generated PO.
This displays the Purchase Orders module, showing the detail view of this PO and the
Ship To address for your customer company.

‘'soe Purchase Orders [

D = % necord: 1001 Newdp Edtg Deete X Pt Actions 30
Purchase Order: 60000 | Electric Utility Co 07/04/23 PENDING ()

| Drop Shipment Details M, Notices Tasks[G  Emaksil Do

Vendor * ) Comments & Next Steps  Acknowiedges

Vesndr > 1 Q@ vendor Reference Expocted Date
Elactric Utility Co T O
Jackie Wolinsky
7050 N 16th 5t Required By
New Yark, NY 10009
Parpmmant T ™
Net 30
Description Additional Info Next Step Next Step Date
| POItems | RFQ Management
Code Deseription Qrder Job Dept Cases  Quantity Uit Coost Total
> BW-12p Blue Widget - 12 pin connection + > 60016 Al-AP 1 0.00 0.00 & ©
Subtotal 0.00
Purchasing | Receiving Shipping 0.00
Purch (o Type Prs Fayrent Dati Aecurting Tr tion » e O Fxch Rate T“ M o-m
Purchass oar Type Priority ayment Date B Recurring Transaction » Carrency xchange Rate TU‘BI ﬂ.l'lﬂ
Order Fulfillment 08/03/23 usn 1 ; Do 0 @
Use Tax 0.00
o  Dopt AIAFP Asgn By D) Asgn Te 0D 1, Tracking Status Fulfilment Status -:[-

9. Inthe PO module header bar, click Actions > Open.
10. When you see the confirmation dialog, click Open.

This workflow would continue with processing the purchase, as covered in the Purchase
Orders training EUide (https://aace6 knowledgeowl.com/help/discovery-training-purchase-orders). 1 O further enhance

drOp Shlpplng, you can add more details to an LIC record (https://aaces knowledgeowl.com/help/overview-of-line-

item-codes#LICoverview Vendors). FOr example, you can set vendor-specific part numbers, codes, or
product descriptions that aACE will include on PO records to that vendor.

Special Orders

Special order (SO) items (https://aaces knowledgeowl.com/help/working-with-special-orders) are typically used for
handling product that you do not keep in stock. For example, a customer might order an
assembled item which requires parts you don't regularly stock. A PO is generated from the
order for that special order part. The part is shipped to you to be inspected or assembled
before you ship the final product to the customer.
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To demonstrate this functionality, we'll again run through the process for creating a sales
order, focusing on the steps for flagging items as special ordered. Then we'll process the PO
so the sales order progress can continue.

1. Inthe Orders module, click New > Sales.

2. From the Bill To company selection popup, enter your customer company.

3. Inthe Order Items section, search for and add the LIC you created in the Purchase
Orders training guide (https:/aace6 knowledgeowl.com/help/discovery-training-purchase-orders).

4. Onthat line, make sure the Qty and Unit Price have info, then mark the flag for SO.
This tells aACE the item needs to be special ordered.

aoe Orders

Order: 60019 Caithness Energy LLC 07/04/23 = penoine O

Sales Order | | Motices Tasks [0 Ermals il Dacs &
Bill To + Ship Ta End Customer + _ Comments & Next Steps
Bl To > B 9 Custome PO s Ship To > pind[ | O Q sipType o Date
Caithness Energy LLC Caithneds Energy LLC Complete 070623 |
Jim 5 Bishap e .} Jim 5 Bishop R
565 Khrystall Ave # 20 R - 565 Khrystall Ave # I9
New York, NY 10017 L % HNew York, NY 10017
Billing Term ks sh %
Net 30
Description Additional Info et Step Next Step Date
s s =
Order Items
Code Description Invtry ARs Upgs Opts Cames Quaantity Unit Price Unit Adj Tota Margin b
- BW-12p . Blue Widget - 12 pin o + E# 3zio 0,00 3210 100w &
Subtotal 0o @ o
Adjustment 0.00
- - Total 0.00 L
Sales Billing Fulfillment Shipping
: : Shipping 0.00 000 A

Qroer Type Payment Account Recurring Transaction > Carmency Exchange Rate TN N}t‘ U.Dﬂ i
Sales usD 1 Grand Total 0.00 i
# Dept A L Asgn By DY y AsgnTo 00 | Tracking Status Canga m

5. Click Save and Open.
6. Click the Management tab.
In the Overview tab, note that the Procured column has a value. This reflects the SO

item.
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Record: 4 of 4 Mew e # Delete¥ Privtia  Actions 3
Order: 60019 | Caithness Energy LLC 07/04/23 oreN @
Sales Order Management | Job Costs & Approvals Motices Tasks G Emals i Docs
Overview Procurement Production Shipping & Recelving dng Tasks & Preferences
Destription & B0 DS 50 Ordered Shipped Irwvoiced Ordened Invoiced Ruzrruin
BW-12p Blue Widget - 12 pin v 1 w1 o1 3210 0.00 3210
Substotal 10 0.00 3210
Adjustrnent 000 0.00 0.00
Total 3210 0.00 32,10
Shipping 0.00 0.0D 0.00
Tax .84 0.00 .84
Grard Total 34.94 0.00 34.94
Order Balance 34.94
A/R Balance 0.00
B3 Payment Due M4 @
# Dogt Al Asgn By D9 AsgnTo 00 | Tracking Status {}

7. Click the Procurement tab.
This shows the PO to the LIC's vendor that aACE generated when you opened the sales
order. aACE auto-fills your company address in the Ship To address of that PO.

ade Orders B
& = & necond: q0f4 New # Deete Pritis  Actons A
Order: 60019 | Caithness Energy LLC 07/04/23 oFEN @
Sales Order Management | Job Costs & Approvals Motices Tasks G Emals i Docs
Overview Procurement Production Shipping & Recelving Inwvoicing Tasks & Preferences
Order Jter X D5 50 Ta Procure Procured Ruernain . Vendor O Mendors Lead Procure By POs i
 BW-12p | Blue Widget - 12 pin connection L4 1 0 1 100% =1 1 [k £ 1 2"

Purchase Orders

[+ s Date Titie Wendor PO Total Balarce Reg By Tracking Status Stabe A0
G0001 070423 Blectric Uility Co Electric Utility Co 0.00 0.00 + @ -

# Dogt Al Asgn By D9 AsgnTo 00 | Tracking Status {}
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8. Click the Go-To arrow (>) for the auto-generated PO.
This displays the Purchase Orders module, showing the detail view of this PO. Note
that the Ship To address is your company.

L N Purchase Orders B
D= 5 Recort 1601 Mewdp Edit# Deet ¥  Privtim  Actions
Purchase Order: 60001 | Electric Utility Co 07/04/23 PENDING ()
Purchase Order Details Management Motices Tasks B Emals il Docs
Vendor + ) Comments & Next Steps  Acknowiedgns
Vindor > B @ vendor Reference @ s Type Expected Date 4
Electric Utility Ca Comglets [=
Jackie W
2050 M 16th St Required By Irwenninny Bin
New York, NY 1000%
Payment Tanme Shipping Terms
Met 30
Description Additional Info Next Step Mext Step Date
| POItems | RFQ Management
Code Description Qe Job Dept Coses  Cuankity Usiit Cost Tootal
Lo Bw-l2p Blue Widget - 12 pin connection # > 60019 Al-AP 1 0.00 0.00 A °
Subrotal 0.00
| Purchasing | Receiving Shigping 0.00
Purchase Deder Type Pric [ Racurring T o > (AT Exgh Rate Tax 0% 0.00
Purchass oar Type Pricrity yrent Date B Recurring Transaction » Carency xehange Rabe Tl:ﬂﬂl ﬂ.ﬂﬂ
Order Fulfiliment 08/03/23 usp 1 5 Due 00 @
Use Tax 0.00
#  Dopt AIAP Asgn By D) Asgn Te 09 1, Tracking Status Fulfilment Status -:[-

9. Inthe PO module header bar, click Actions > Open.
10. When you see the confirmation dialog, click Open.
11. Inthe PO record detail view, click Management > Shipping & Receiving.
aACE does not auto-generate an incoming shipment record for the special order item.
You or a member of your warehouse team must receive the incoming shipment
manually. Below we will review a slightly different workflow than what you learned in
Discovery Training: Purchase Orders (https://aace6 knowledgeowl.com/help/discovery-training-purchase-orders) £O

receive this shipment.
12. Click the line-level Actions ( x ) for the PO item, then click Receive Item.
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ene Purchase Orders [
@
Purchase Order: 60001 | Electric Utility Co 07/04/23 oPEN @
Purchass Ordes Details |  Msnagement

Motices Tasks [G Emalls B4 Docs
Overview Purchasing | Shipping & Recelving |

Purchase Order bem Tor Rscedve Recehoed Resriain 4

" Expectid Dite Shipmgs
- BW-12p | Blue Widget - 12 pin connection 5 5 1

Shipments

Shipment  Deltvery Date  Titie Carrier Tracking # Cost Tracking Status Stanss

3

This displays the Shipping Log module, showing the incoming shipment for your SO item

in Edit mode. The shipment is automatically linked to the initial sales order and to the
PO.

‘Shipping Log

Actions 3

Shipment: 60005 Electric Utility Co 07/04/23

PENDING (@
Ineoming Shipment Hotices Tasks G Emals i Docs &
Ship From o+ Shipment Info Purchased Description
Ships From > ﬂ 9 Shipment Type Carrier Carrier Service Account ¥
Electric Utility Co Incoming uses First-Class Mail
J??S?N“;m Ship Temes _ Ship Paint Caemser Trascking (PRO) ¥ Paciing List & Duivary Date
New York, NY 10009 & T o
Desclared Valse Wizight L H Shipning Corst Package Type Package IDs
0.00 0 0.00
Packing List
Code Description Exp Gty 3 u ht B Ref #(5) A"
- BW-12p Blue Widget - 12 pin connection =~ = 1» 1 0 C-AL A
1 0@

# Dopt AlShipping T Asgn To KH 1 Tracking Status

Cancal m
13. Click Save, then click Yes.
aACE marks the shipment as Received.
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14. Close the Shipping Log module and the Purchase Orders module.

15. Inthe initial sales order, click the Shipping & Receiving tab.

This shows the Shipments section with the two relevant shipment records.

e0e Orders
e =

Order: 60019 | Caithness Energy LLC

| Sales Order Managément Job Costs & Approvals |
Overview Procurement Production Shipping & Recelving Involcing Tasks & Preferences
Order Tter BO Mo = To: Ship Rnacly T Ship Shipped
- BW-12p | Blue Widget - 12 pin connection ) 1 1 0
Shipments
E3 sripment Diedivery Date Tithe 0 a Servic
G005 070423 Blectric Ltility Co 60001 First-Class Mail
- GOO06 Caithness Enengy LLC
o+ Dot M Asgn By D) Asgn Te | 09 L Tracking Status

# pDoeted Printis Actions B

07/04/23 oPEN @
Mobices Tasks [§ Emals & Docs
Ed
Sip Liabe Shippng L Ship i
1007 07joe/23 O 0.00 1 s
Total Cost 0.00 @
Cost T 5 s
0.00 o+
0.00 Ready to Pick +
el

Note: In the Shipments portal, the Rec Type column labels the first shipment as 'IN' and
the second shipment as 'OUT". The 'IN' shipment represents receiving the SO item from
the vendor. The 'OUT' shipment represents sending the SO item to the customer. Once
you mark the incoming shipment as Received, aACE auto-generates the outgoing

shipment.

16. To finish this workflow, navigate to the outgoing shipment and mark it as Shipped.
This prompts aACE to auto-generate the invoice. Once that invoice is in Open status,
the original order will be marked Closed. (We will discuss more details about invoicing

in a subsequent guide.)

Ship Types

aACE supports multiple Ship Types that you can specify on an order. These settings specify

how the customer will receive their order items:
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aoe Crder B
P i # =1 Hans
Order: 50697 Regina County Area School District 06/21/23 oPEN @
Sabes Order ] ] 1 Matice Tasks 5 Emails Docs
Bill Te: * Ship To End Customer + Comments & Next Steps
Bl To > B Q@ custome PO & Ship To = Biind || CfQ Cate
Regina County Area Sehool District  N/A Regina County Area School Distric) 23
Lauren Padilla R . Lauren Padilla
54 Third Street R - 54 Third Street
‘Wikler, CT 06016 1 Wikler, CT 06016
et 30
Description Additional Info xt Step
¥ ¥ =
Order Items
Code s Opts Unit Price At o Margin A
L = METG-CAT Catalog + = 4 1 0.00 0.00 0.00 0% & °
* DRY-E Diry Erase Markers 35 + = & 0625 5 9.00 0.00 225.00 11%
Subtotal 2500 @ 10%
Adjustment 0.00
. — Total 22500 10%
Sales Billing Fulfillment Shipping
: Shipping 0.00 0.00
Qrder Type B3 ray Recurring Transaction = Curmency Exchange Rate Tax ouT 0.00 A
Sales [Dry Erase Marker Subscription (50017) usn L4l Grand Total 225.00 10%
# Dep A Asgn By | AsgnTo MM Tracking Status Open Order Cancel m

e Pick Up — The customer will come to your facility in person and receive their items.

e Complete — No order items will be shipped until all items are ready for shipment.

e Partials OK — Multiple shipments may be sent out as order items become available.
This is typically relevant when you have some of the needed product in stock, but the
rest is on backorder.

e N/A — No shipping is needed. This setting is used often for made-to-stock production
orders. In a sense, your company is the customer for these orders. The order is needed
to track the production effort, but the finished items will not be packaged and shipped
to another organization.

Additional Tasks for Outgoing Shipments

In some situations, there may be other tasks needed before an outgoing shipment is ready.
Typically, these are production tasks on a production order. aACE would wait for these tasks
to be marked Complete, then generate the outgoing shipment. These workflows are
discussed more in the subsequent guide for Discovery Training: Production.

Third-Party Shipping Solutions and aACE Apps

aACE includes a handful of mobile apps and integrations related to shipping your products.
aACE's Pick App is an app for your warehouse team to pick and log product shipments.
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Additionally, aACE can integrate seamlessly with other shipping software to help streamline
your workflows. aACE+ NRG (https//www.nrgsoft.com), AACE+ ReadyShipper

https://www.readycloud.com/readyshipper-shipping-software), and aACE+ ShlpStatlon (https://www.shipstation.com/?ref=sp-
1349844) provide support for UPS, FedEx, USPS, and a variety of LTL carriers. You can read

more about ChOOSing a Sthang solution (https://aaces knowledgeowl.com/help/choosing-a-shipping-solution) if you do
not yet have one or are considering switching your shipping solution.

These topics are covered in further detail later in the process. For now, be sure to check our
webinar about the aACE+ ShipStation integration (https;/showme.aacesoft.net/2id=10587).

Test Your Understanding

After working through the tasks in this training guide, use this online exam to see how well

you understand these aACE features: Sales Orders Discovery Training Quiz
(https://elearning.easygenerator.com/9c104bb8-7dff-44df-a538-a4467d18aa26/;

Next Guide

DiSCOVCrV Traininsz: Production https://aaceé.knowledgeowl.com/help/discovery-training-production
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