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Using the Order form 
Filling in the order header XE "order header, order form, header"  on the Order form

Start a new Order using [image: image10.png]


 at the bottom of the order form or [image: image2.png]P New



  at the top.
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Select a vendor with whom the order will be placed.  Based on the vendor selection, the vendor product catalog will then become available.  Select a customer from the customer list XE "CustomerList, CustomerList tab" .  When a customer is chosen from the list, all of the customer address and contact information will be filled in on the order automatically.  
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If you are entering a new customer, a message form will appear that offers the option to create a new customer record.  Click <Yes>.  
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Enter the necessary contact and address information for the new customer.  Click the <Close> button.
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A new dialogue box will open to receive customer number and price list information for this customer.  Change the <CustomerNo> only if you have the vendor’s number for this customer.  Otherwise, please do not edit this placeholder number.
E XE "E" nter line item details
 XE "line item details, order form" 
A XE "A"  line item is selected by using the ItemNo and ProductName drop lists.  Click in ItemNo and the drop list of vendor item number XE "locate a vendor item number, product, product form, Item#" s and product name XE "product name, price each" s will appear.  Scroll to find XE "find, search, locate"  the desired item and click it in the list.  The item along with the lowest available price will be automatically entered based on:


A XE "A" ) Price column chosen (this includes contract pricing)

B XE "B" ) Whether or not there is a promotional price in effect


C XE "C" ) Whether volume pricing is applicable to this item
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· Individual line item prices may be edited on the fly 

E XE "E" nter a line item discount for a product in the discount column, if applicable.  Enter a quantity if other than the default value of 1.  If the quantity is changed, the price will be rechecked for volume pricing. 

· Printing and Transmitting orders
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View the order in report format by clicking the <Print Preview> button [image: image3.png]


 on the BrokerForce toolbar.  If the order is to be printed or faxed, click <File>, then <Print>, and choose the printer or fax printer in the printer dialogue box.  To e-mail the order, click the <Email Order> (mail chute icon) button to the left of the <Ship To> address block at the top-center of the order form.  
If you use Microsoft Outlook for your email application, an attachment will be created and attached to a new email message automatically.  Otherwise, the attachment would have to be added to an email manually.  
Orders can be sent out in a batch to either the vendor or a customer.  Please email support@brokerforce.com for more information regarding this process or access the BrokerForce web site for instructions http://www.brokerforce.com/FAQs/SendOrdersFaxOrE-mail.htm 
