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Phase Il: Setting Up & Using the Allsteel PSN for DDMS

Setting Up the Alisteel PSN

If you have completed the steps in the handout, Phase I: Setting Up PSN for
any vendor, you’re ready to set the Allsteel-specific parameters.

Setting parameters to communicate with Allsteel involves:

1 Receiving authorization

2 Contacting Allsteel
Email PSN 3 setting up your Vendor database
installation . ]
questionsto 4 Setting up furniture contracts
ddmssupport@ 5 Setting up your P/O communication defaults.

Note: Do not perform the steps listed here until you have executed the
steps listed in the handout Phase I: Setting Up PSN. It is available
at www.ddms.com/support/doc/psn.htm.

Receiving Authorization
Contact ECi Support at ddmssupport@ecisolutions.com to request authoriza-
tion.

Contacting Allsteel

Email Allsteel at asisoftwarehelp@allsteeloffice.com to find out your user
name and password. Also ask for all eligible contract numbers and expiration
dates.

KivVendor: AlS - ALLSTEEL oy ]
I File View Help
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Setting Up Your Vendor Database

1 Set up Allsteel as a vendor. If you already have an Allsteel vendor, re-
trieve it and go to Step 1.4.

1.1 Inthe Vendor Master tab, click 7.

1.2 Click the Vendor # box and enter an account number for All-

]
Contact Allsteel to steel.
get your User ID 1.3 Click the Name box and enter a name for Allsteel.
and password. 1.4  Click the Comm box down arrow and click Allsteel. See Figure
1.
1.5 Click |-

2 Set PSN parameters.
2.1 In the Vendor Master tab, click [[fr.

2.2 The Supply Options window opens, as shown in Figure 2. In the
Location box, enter a G/L location, or accept the default of 1.

2.3 In the Destination ID box, type ALLSTEEL
2.4 In the Sign On ID box, enter your Allsteel sign on ID number.
2.5 In the Sign On Pass box, enter your Allsteel sign on password.

2.6 From the Supported Features list, click Purchase Order.

Supplv{)ptions o ]
— Supply Optionz

Location :I 1 Facility |DiS|:l|a_'.J Online |
[

Figure 2: The Diestination |0 :IALLSTEEL

Vendor Supply Sign On ID :[ALLSTEEL ID
Options Dialog | gign on pass : [s[L5TEEL PASSWORD

_BOX "wigight ZI

Supported Features
[ Online Purchasing
[ Price Check

[ Stock Check

¥ Purchase Order Delivery Code far HD'S Orders I_

—%endor Shipping Infarmation
[T Caton Counts [ CatonID's [ Shart Ships

[~ Update Fick Ticket with Addtl Charges

ﬂl Item Humber: I Company: I
Ext | Hep |
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2.7  When you finish, click Exit.

3 Click [

Setting Up Furniture Contracts

ECi recommends that you set up your Allsteel contracts before communica-
tions. If no contract is sent to Allsteel during communications, your account’s
default contract is used. Use the Furniture Contract Maintenance window to
create a furniture contract.

1 Retrieve your Allsteel vendor.

2 In the Vendor window, click TH to open the Furniture Contract Main-
tenance window. See Figure 3.

3 Click [ to add a new contract.

4 In the Contract ID box, enter the new contract number.

5 If the contract has an expiration date, enter it in the Exp Date box.
(Allsteel’s contracts expire at the end of each calendar year.) Enter the
date all in one string: 123111, for example. Press Enter. The date dis-
plays as 12/31/2011.

6 To add a description for this contract, click the Description box and
enter the description.

7 Continue adding all eligible contracts for Allsteel. (If a contract is spe-
cific to a particular customer, you can select their customer account
number and/or department. Start typing in the Account box to open the
Customer Query box.)

o]
File View Help |
sERNEFT RN
Lookup by Yendor ALLSTEEL ————  Blanket Contract
Acct #:I.QLS ,lESLgTEELA\;E ’7 All Customers
Mame: |ALLSTEEL FORT "WORTH . T TE262
|&ccount |Dept |Customer |ConbactID | Ewp Date| Description

Blanket Contract | ak LCancel I
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8 When you finish, click OK.

9 At the Save Changes prompt, click Yes. The cursor returns to the Ven-
dor window and the contract information you specified is saved.

Setting Up Salesperson Contacts

If your sign on ID (which must be a valid email address) is longer than 20
characters, it cannot be entered into the Vendor Supply Options dialog box.
Enter this information in the Salesperson Contacts window. You must set up a
contact record for each person who sends P/Os or receives acknowledgments
from Allsteel. Since there is only one login and password per dealership, the
Type, Email, and URL boxes must contain the exact same information for
each of your salespersons (users).

1 In the Salesperson Master tab, click Efl to open Salesperson Contacts
window.

2 Click [ and set up each person who sends P/Os or receives acknow|-
edgments from Allsteel via PSN.
2.1  Enter the salesperson’s name in the Contact box.
2.2 Inthe Type box, enter ALLSTEEL

2.3 Inthe Email box, enter the logon email. This is used as your sign
on ID. Use the same email address for each salesperson you set
up with a contact record.

Note: You must register your email address (login) and password
with Allsteel before you enter this information in DDMS.

2.4 Inthe URL box, enter the sign on password used to log into
Allsteel. To obtain this password, contact your Allsteel vendor.
Use the same password for each salesperson you set up with a
contact record.

Note: The Type, Email, and URL boxes should contain the same in-
formation for each of your salespersons (users), since there is
only one login and password per dealership.

25 Click [g.

2.6 Repeat these steps for each salesperson who sends P/Os or re-
ceives acknowledgments from Allsteel. When you do, be sure the
Type, Email, and URL boxes contain the same information for
each of your salespersons (users) since there is only one login
and password per dealership.
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Setting Up DSR for Salespersons

You can set up your system to identify the DSR (Dealer Sales Representative)
salesperson of record for this order. When you place the order, the system de-
faults to assign the salesperson 100% of the responsibility for the order.
However, you can divide this 100% among up to three salespersons, 60% to
Sam, 20% to Mary, and 20% to John, for example.

To do this, you must set up a contact record for each salesperson who may
be considered a DSR salesperson. Using the Salesperson Contact window,
there are only two boxes you must complete: the Contact and Email boxes.
For this feature to work properly, you must leave the Type box blank.

1 In the Salesperson Master Tab, click .

2 Inthe Salesperson Contacts window, set up each person who may be
considered a DSR salesperson. To do so, click 3.

3 When the cursor moves to the Type box, press Tab. Leave the Type box
blank.

4 In the Contact box, enter the salesperson’s name.
5 Click the Email box and enter the salesperson’s email address.
6 These are the only two boxes you need to complete. See Figure 4. Click

-
Repeat these steps for each salesperson who may be considered a DSR
salesperson in the database.

184 salesperson Contacts x|

File View Help
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Figure 5:
Adding A Bill
To ID

Setting Up P/O Communication Defaults

To place an order with Allsteel, you must set up default parameters in the
Communicate P/Os window. These parameters include information such as
account number, contract number, and billto address. These parameters are
defaults only and may be overridden when you send the P/O to Allsteel.

Purchaze
1 From the DDMS Master Menu, double-click DmderEntiy. The Purchase

Order Entry Master tab opens.

2 In the Action Code drop down list box, click Communicate. The Com-
municate P/0Os window opens.

From the Vendor Type grid, click Allsteel.

4 Click the View menu and select Default Vendor Options. The Commu-
nications Options dialog box opens. Verify Allsteel is the vendor se-
lected in the Vendor drop down box.

[N Communication Options il
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— Header Information
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Contract
Salezperson 202
5. Cust. No.
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Bill To IDs [
5T Al.:ldless End Customer Address R0R0539 Warehouse
5T Suite i+t a e
ST City AnpCity + AddElTo D
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5T Cont. Mame AP Contact for Shipto
ST Cant. Phate 7098385445 r Ship To Mumbers
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PO Cont. Mame
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5 Set up Bill To and Ship To IDs.
To add Bill To IDs:

5.1

5.2

5.3
5.4

Right-click the Bill To IDs box, then click Add Bill To ID. See Fig-
ure 5.

A new line is added to the Bill To IDs box. Click the line and enter
the nine-digit account number and a name, Main, for example.

Press Enter.
Repeat Steps 5.1 - 5.3 to add additional Bill To IDs.

To Add Ship To IDs:

5.5 Click the Bill To ID for which to add Ship To IDs.
5.6  Once the Bill To number is highlighted, right-click the Ship To
IDs box and select Add Ship To ID.
5.7 Press Enter.
5.8 Repeat Steps 5.5 - 5.7 to add additional Ship To IDs.
E
‘-.:m ALS * pos wassast ] @ i‘

—Header Infarmation

Options Walue -

Contract

Salesperson 202

5. Cust. No.

5. Cust. Dept.

BT Mame Ay Office
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BT Suite
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BT State T

BT Zip VE2E2
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ST Cuite arehouse
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ST Cont. Mame AP Contact for Shipto
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ST CB Phane shoTolD

PO Cont. Mame
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Note: You can set up multiple Bill To and Ship To IDs. Ship To IDs
are linked to the Bill To ID for which they are set up. To add
Ship To IDs for a separate Bill To account, select another bill
to account and repeat Steps 5.6-5.7.

To delete a Bill To or Ship To ID:

5.9 Click the line to delete.

5.10 Right-click the same line and click Delete Bill To ID or Delete Ship to ID.
5.11 In the message box, click Yes. See Figure 6.

In the Header Information section, the required default options are
listed in bold on the left side of the window. You must enter a value in
all of these boxes before any information can be transmitted to Allsteel.

If you do not set any defaults, each time you build a P/O for Allsteel,
you must manually enter the information.

To set defaults, click a box name and enter a value. Box names in bold
are required. For example, click Contract, then in the Value box next
to Contract, enter the contract number. Click ] to look up the con-
tract number. ECi recommends you set up the following defaults:

e BT boxes are for the billto information. Enter the address to
which to send your company’s invoices.

= S Contact is the billto attention name. Enter the name of your
company’s A/P clerk.

= ST boxes are for the shipto information. Enter your company’s
warehouse address where the shipment is to be delivered.

= ST Contact is the person at the warehouse who is to receive the
shipment.

= In the Output Path box, enter the same value as in the Out-
bound Volume/Folder field in the (L6X) PSN Parameter
screen. Enter the true network path as \\ddmsserver
name\path. For example, a valid path is
\\ddmsserver\ddms\w?2.

< In the Input Path box, enter the same value as in the In-
bound Volume/Folder field in the (L6X) screen. Enter the
true network path as \\ddmsserver name\path. For ex-
ample, a valid path is \\ddmsserver\ddms\w2.

7 When you finish, click E .
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Using PSN

To place a P/0O with Allsteel using PSN:

1 Import the SIF to Order Entry. For more information, see the heading
Importing the SIF.

2 Build the P/0O. For more information, see the heading Building the
P/O.

3 Upload the P/0O to Allsteel. For more information see the heading Up-
loading the P/O to Allsteel.

4 Finish the order using Allsteel’s e-ordering site. For more information,
see the heading Using Allsteel’s e-Ordering Site.

5 Receive acknowledgments. For more information, see the heading Re-
ceiving Acknowledgments.

Importing the SIF

Third party packages like 2020 Worksheet and Project Spec are known as
specification or specifier software. They simplify the process of developing
specifications for furniture orders. You can easily import the resulting quotes
or orders directly into DDMS using a SIF file. This application imports stan-
dard SIF format specification files (the file format used by 2020 Worksheet,
Project Spec, and many other specifier programs) and releases them to or-
ders. You can use any specifier program that supports the SIF format and
still send your furniture sales through the same order and accounting flow
as other transactions.

Bl

File Order Entry  Databaszes ‘iew Help | Action Code  Order ~*  Order # [rder Browse @k

| % = PR B % # [i OerSule Fumiwe = Project 244 ProjectDesc GENERALFURNITURE 2
Global (F2) 1 ltemDetail F3) | Order Totals (4] |

Pay Code: IE_D.D. 'l GA Loc: |1 Irwe. Loc.: I‘I_
Acct #: ﬁl Dept.: I Dept. Name: |

Hame: [\ED| SYSTEMS, INC ﬁ] Ship To:
Address: |1 48 FIRST AVE Install
| - —
City: [FORT WORTH T [FE177 Route: |1111 | |
Phone: |882-442-1192 Order Code: I ﬁl
Statusz: F Credit Limnit $ I Cost: I_ Discount: I_I %  Confracts: I
Remarks: |
Salesperson: MENDHEA -AR Purchasze Order #: I
— Furniture

IV General Project
[~ Mew Project Furniture Profile Settings... |
[~ Eisting Project

|F& - Order Settings, F11 - Order Notes
[
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Figure 8: The
Item Detail Tab
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Far,

1 From the DDMS Master Menu, double-click 'Order Entiy

2 Click the down arrow in the Order Style list box and select Furniture.
3 In the Action Code list box, click the down arrow and click Order.

4  Select the customer for this furniture order. For instructions, see your
DDMS online help.

5 Assign the order a project number. For instructions, see your online
help. Each order or quote that you place must be assigned a project
number. This number ties together all the customer’s invoices for the
project and helps you easily track the project.

6 In the Furniture portion of the window, click Furniture Profile Set-
tings. See Figure 7. The Furniture Profile Settings box displays. You
should complete the following date boxes each time you begin an or-
der: Customer Due, Est Delivery, and Est Install.

Note: Be sure the Dates and Sort/Group Desc boxes are checked. They
let you view the dates, the sort and group descriptions, as well
as the tag information while placing the order. Checking these
boxes allows you to enter information in these sections in the
Item Detail tab.

~inx]

File Order Entry Databazes Wiew Help | Action Code: Order *  Order # 109030 Order Brovse: gk
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Mabisez[ [ [ [ [
Sort/Group :|

| Oty| Percent Frice |Loc Bin OnHand| OnOrder B/0 ’Page Frefis | Buy Unit| OF | Vendor
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Figure 9: The
Item Settings

Dialog Box
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In addition to the date and viewing options, you can also change post-
ing dates, default options, dealer shipto information, and printing in-
structions. For details, see your online help.

When you complete the changes, click OK.
Click the Item Detail tab. See Figure 8.
Click 2 or press F12.

Scroll to the location on your network hard drive where the file is
stored, C:\SIF Files, for example, and select the file to import.
When the Process SIF File prompt appears, click Yes.

The items move from the file to a Furniture order. At this point, you
can add bid numbers to items.

Note: The bid number populates the Communication window to be

sent to Allsteel. If there are multiple bid numbers on the order,
only the first bid number is displayed in the Communication
window; however, all lines are sent to Allsteel.

P Ttem Settings : 01500 KIM x|
— Item Setting

V¥ Taxable? Distict : I 101 ﬁl Carmmizssion Code |1_

Product Group: I j

Iterm Code: I j
Fulti. Bin Location : I Line Item Due Date I E
Prirary §aIE$per$on:laNDHEA Y] ﬁl
Secondary Salesgerson:lsuz\( SALES ﬂl Clear |

Fumiture Bid Humber :

Frefered Yendor: I j [<tonex for nommal vendor]

= | Ship Direct

™| Exclude fram Load Factar,

- Furchasze Order Info

P40 Mumber I Order Date I [Due Date I

[~ Exclude Iterm from duto Shart Buy?

Special notes for excluding item from Auto Short Buy:

oK I LCancel Help
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14

15
16
17

18

19

20

13.1 Select an item on the order.

13.2 Press F8. The Item Settings dialog box opens. See Figure 9.
13.3 Click the Furniture Bid Number box and enter the bid number.
13.4 Click OK.

You can also add notes or tag information to the order.

14.1 Select an item on the order. Press F11. The Order Notes box
opens. For more information on adding notes, see your online
help.

14.2 To add tags, click the down arrow next to Line Item and select
Tag. The Tag fields allow you to enter tags that match the five in-
dustry standard tags:

Tag 1: TG (Tag)
Tag 2: GC (Generic Code)
Tag 3: L1 (Alias 1)
Tag 4: L2 (Alias 2)
Tag 5: L3 (Alias 3)
When you finish, click OK.
Click the Order Totals tab.

If you have add-on items set up in the (LGC1) Furniture Add On Item
Parameters screen, the items are automatically added to the order (if the
items are required) or the Furniture Addon Items dialog box opens so
you can select the items to add to this order.

To add items to the order, enter the quantity of each item in the Qty
box. For example, to add one freight charge, type 1 in the Qty box cor-
responding to the freight item. When you finish adding items, click
OK. If you are not adding items to the order, click Cancel.

The Order Totals tab opens. At this point, you can end the order or
make changes to the ending order status. You can also change printer
information and enter an end line special. For details on changing this
information, see your online help.

To automatically build the purchase order when the order is ended,
click Build P/0.

Click Accept Order.
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Note: Using the F11 Order Notes box, you can also manually add, change, or
delete option numbers and descriptions without a specifier program.
In the Purchase Order Entry window, press F11 to access the Order
Notes dialog box, shown in Figure 10. Enter the option number and
option description using the correct order and specifier format.

Building the P/O

1 The Purchase Order Info dialog box opens. See Figure 11. The Vendor
box defaults to the vendor for the last item on the order.

IR] Order Notes |
r— Start of Order
=] |N ormal |
Option Mumber | Description |«
X CASTER: (Standard] |Option =
$(2] GRADE: Il UPHOLSTERY —
BE. IJPH: Clazsic
g5 COLOR: Blue hud
4| | ¥
—End of Order
d IN ormal j
Ok Cancel | Help |
x
r— Purchase Order |nfo
Vendor: (# [4LLSTEEL Matohf Contact:
Name: Phone:
Address: Fiemit. Phone:
City: —| | L Fax: I
Last P/A0: I
B I Current P/0: I
Hest [~ PB/0 Mumber: 1234 ¥
Ship Date : I ack # I Glabal Info |
¥ Please Drop Ship the Following Order Ta: [v Endthe P/D Accept |
Ship Ter | [ACME RUBEER I Use Fick Cost e |

{+ Customer |6 POWERHOUSE ROAD
" Dealer

Cancel

€ Wendor  [SOUTH EOSTON JMa Joz127

Wendor Contracts —
I_ To I_

i~ Existing Purchase Order

Wendor Mbr. | P/0 MEr. Due Date

Shipta

Ended
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To change it, enter the vendor’s name or account humber over the ex-
isting vendor. Or click ﬂ to open the Vendor Query dialog box.

You use the Purchase Order Info dialog box to specify information for
this purchase order, including the following:

- P/O Number.

- Ship Date: This is the date sent to Allsteel as Requested Delivery
Date.

- Ship To: Enter the shipping address to which to ship items on
the purchase order.

- End the P/0O: Check this box to end the P/O before you can
transmit it to Allsteel.

2 To view global information, click Global Info. The P/O Global Settings
dialog box opens. See Figure 12. The system displays information for the
vendor (manufacturer). You can use this dialog box to specify a vendor

contract. If you don’t know the vendor contract, click gy to open the
Furniture Contract dialog box. You can also use this dialog box to en-

ter a P/0O description, a category code, and any comments. When you
finish, click OK.

3 The cursor returns to the Purchase Order Information dialog box.
When you finish specifying information, click Accept.

il

For P/0 #: 9995552222

— T

m [~ Exclude From Transmit P/O [ Exclude Fram ‘Wweb

P/O G |Ob3.| r— Description _I
Settings Dialog
Box =
— Pozition
Code: |<None> vl
Comment: |

— PO Status Comment
[ |
a

Ok Cancel |
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Figure 13: The
Items To Be
Purchased

Dialog Box
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The Items to Be Purchased dialog box opens. See Figure 13. The system
automatically checks the items that match the vendor alias and dis-
plays them in this box. To deselect an item, click it. To reselect an item,
click it again.

You can use this dialog box to limit to a specific SIF file. To do so, click
the down arrow in the SIF Limit box and click the SIF file by which to
limit this P/0.

Click Put On P/0O.
At the Finished Adding Items to P/O message, click OK.

The Purchase Order Information dialog box reopens for every vendor
match on the order. However, the second time this box opens, you
must manually select the vendor. After you select the vendor to which
to send this purchase order, enter the appropriate information. When
the Items to Be Purchased dialog box reopens, select the items to pur-
chase and click Put On P/0.

When all the items on the order are on a P/0O, the Finished Adding
Items to P/O # message appears. Click OK. The cursor returns to the
Global tab.

Item Mumber

w/Gramrmet

SPECIA)

SPECLAL Option = .0 Lakd: Matural M aple

SPECIAL Option = .E9 Edg: Flint

SPECLAL Option =P Plastic: Grarnnmet
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SPECLAL wdGrommet =

SPECIAL Option =0 La&kd: Matural b aple

SPECIAL Option = .E3 Edag: Flint

SPECIAL Option = P Plastic Grammet

TH3624C HOE Comer Worksurface 36w « 240 1

SPECIAL w/Grammet s

SPECIAL Option = .0 L&M: Matural Maple

SPECIAL Option = E4 Edg: Flint

SPECIAL Optioh =P Plastic Grommet

TRAS3E36C HOE Carrer Countertop 36W = 36W 1 &
Put On P/0 | Cancel |
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Uploading the P/O to Allsteel

Purchaze

From the DDMS Master Menu, double-click BrderEntiy. The Purchase
Order Entry Master tab opens.

In the Action Code drop down list box, click Communicate. The Com-
municate P/Os dialog box opens.

From the Vendor Type grid, click the plus sign next to Allsteel to ex-
pand the list to include all of your Allsteel vendors.

Note: You can set or change communication defaults for this vendor.

Refer back to the heading Setting Up P/O Communication De-
faults.

4

o N o o

Click the appropriate vendor. The Purchase Order Browse dialog box
opens.

Click the check box of the P/O to select.
Click OK.
Click Next.

The Vendor Options tab opens. You can change the default settings.
All required boxes are bold and must be filled before you can continue.

The DSR (Dealer Sales Representative) boxes show the name and
email addresses of the salespersons of record for this order. The DSR
Name 1 box defaults to the salesperson assigned to the order when the
order was placed. The DSR Percent 1 box defaults to 100%. However,
you can split the percentage amount among up to three different sales-
persons.

To do so, double-click the DSR Name 2 box in the Options column.
The Salesperson Query dialog box automatically opens so you can se-
lect the DSR salesperson. (Do not click the DSR Name 2 Value box. In-
stead, double-click the DSR Name 2 box in the Options column.) Then,
click the DSR Percent 2 Value box and select the percentage to assign.
Repeat these steps to assign a percentage to a third salesperson. The
percentage in the DSR Percent 1 box is automatically adjusted as you
assign percentages. See Figure 14.

Use the Notes/Specials section to add notes or specials to the P/0O.
These appear on the Allsteel site in the Comments box.
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Click the down arrow in the Note Type box. From the drop down list,
select the type of note to add. You can select Order Note, Shipping
Tag, Shipping Attention, Shipping Instructions.

To enter an order note, a shipping tag, or shipping instructions, click
the text box below the Note Type box. Enter the text for the note. For
example, you might type Ship Via UPS as a shipping instruction.

To enter a shipping attention, click the first S Phone box. Enter the
shipto contact’s area code. Enter the shipto contact’s phone number in
the second and third boxes. Click the S Contact box. Enter the shipto
contact’s name.

10 In the Ship Condition box, select Delivery By to deliver on or before the
specified Due Date. Select Deliver By to deliver on or before the speci-
fied Due Date. Select Deliver On to deliver only on the specified due
date.

Note: The Due Date is pulled from the Ship Date in the Purchase Or-
der Info dialog box. You can change this date in the Vendor Op-
tions tab.

11 When all the required boxes are populated, click Next.

a3
File Tools Wiew Help |
Action Transmit - | vendor Type AllSteel | ihE S X[ad.
. 1
WendarIfo. [F2) ]| VendorOptions(F3) | Complete (F4) ]
|
Figure 14: The
Optiors Yalug [Reg | «] Wiefe Turee:
Percen tag_e Cust. City DALLAS v a2 Tvpe: e Note =l
Amount Spl |t Cust. State T '
Cust. Zip TE177 s
Among Three Cust. Country us s
Users Cust DEEH# N
D5R Name 1 Jeff Smith W
DSR Email 1 jsmithi{@email. com N
DSR Percent1 (] | ——
DSR Mame 2 Andy Matthews M Ship Candition IDeIiver By Vl
DSR Email 2 amatthewsEemail. com N 5. Phone: |
D5R Percent 2 20 M 5. Contact
DSR Name 3 Jane Johnzon N - Sonast I
DSR Email 3 jiohnzon{@email com M
DSR Percent 3 20 M
Output Path SCINDTADDME w2 hd
Input Path SCINDYADDMS w2 hd
Back | THext |

19



Phase II: Setting Up & Using the Allsteel PSN for DDMS

Figure 15: The

Comelete Tab
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12 The Complete tab opens. Click Build. See Figure 15. The P/O you se-
lected is transmitted to Allsteel’s website.

13 The Allsteel website Cart and Order Processing page opens automati-
cally. From the Process File list box, click your P/0O.

Note: The most recently uploaded P/O goes to the bottom of the list
box.

14 Click Process.

Using Allsteel’s e-Ordering Site

Once the P/0O is processed, it goes to a shopping cart on Allsteel’s website.
The shopping cart has two tabs: Item Detail and Order Detail.

Using the Item Detail Tab

Use the Item Detail tab to maintain products or to view the cart or order
header information. Click View Cart to view the current cart. Or click
Change Cart to select a different one from the list box.

The Cart Action buttons are in the upper right corner. You can create a new
cart, copy the current cart, empty the cart of products, delete the cart, print
the cart and save any changes you made.

The Filter radio buttons let you limit the items in the cart. Click Errors to
show only the problem items. Click All to include every item on the order.
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It is possible to change an order on Allsteel’s website. However, changing
an order on Allsteel’s website does not change it in DDMS. This may cause
acknowledgments not to be updated properly. For this reason, rather than
changing the order on Allsteel’s website, you should delete it and reenter it
in DDMS.

Using the Order Detail Tab
The Order Detail tab shows all the order information, including shipping,
date requirements and general instructions.

1 The Ship To list box shows the shipping account number. The ship-
ping account number comes from the Dealer ID you specified in the
Communications Options dialog box. (Refer back to Setting Up P/O
Communication Defaults.)

2 In the boxes below the Ship To list box, the shipping address displays.
It is assigned to the account number in the Dealer ID section of
DDMS.

Click Check Out to send the order to Allsteel.
4  Close the Allsteel browser window.
5 Close the P/ZO Communications dialog box.

Receiving Acknowledgments

Use the Receive action in the Purchase Order Entry Communicate dialog
box to import the acknowledgment. For more information, see the handout
Phase Ill: Furniture Acknowledgments.
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