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SupPlus Software 
eClient/Customer System 2001 Version 1.0

The Changing Times

When looking at the traditional brick and mortar storefront versus today’s eBusiness environment your looking at similar ways to manage your business but yet different way to get the similar results.   

Traditional Storefronts businesses have customers walk into their store, maybe a clerk makes first contact with a greeting to help put the customer in a comfortable atmosphere, while the customer is looking to find something to buy.  The eCustomer does similar by surfing through your web site with their internet browser, and there is no customer contact to help make the eCustomer comfortable with your eBusiness and bring him back to your eBusiness.  The designing of your web pages would have to be one of the more important features of attracting and keeping your customers to your eBusiness site.  With all of that hard work, it would be a shame to lose that information on that customer after you have made a sell.

When your customer is ready to pay for something, he is greeted by a friendly cashier in the front of the store who rings up his purchases, as the customer pays by cash or credit card, The in-store Point-Of-Sale system records the customer information and manages the store sales.  When the eCustomer is ready to buy something they do similar without the store clerk contact.  They add the item to their shopping cart and pay for it using only their credit card, which utilizes a Point-Of-Sale system, generally installed and hosted, at the Hosting ISP Site.  Daily, Weekly, or monthly you get notified by your Merchant Account Provider that a sale has taken place and the money has been forwarded to your bank.  If you have designed your web pages to collect information on these customer’s through survey’s or questionnaire’s than that information is generally maintained on your Hosting ISP Site, Database management system for your accessing.

When the store is out of stock the back office staff reorders the products to keep the storefront stocked for their walk in customers.  An eBusiness doesn’t need to maintain a large stock but can drop ship from their supplier (Vendor), provided the supplier has become eSavvy to the internet way of doing business or the eBusiness could also have a traditional brick and mortar storefront and ship items they maintain in their store.

There are three major concerns in managing an eBusiness.

1. The eClient/Customer System (Data maintained on your computer, your customers sales and information data).  Controlled by the business.

2. The Public Internet (Data maintained by your Host/ISP, generally an online database management system of customers and sales).  Often not controlled by the business.

3. The Vendor/Merchants Computer System (Data sent to your Vendors/Merchants via the internet to support your eBusiness).  Controlled by the business.

SupPlus Software has designed an Internet responsive Customer Relationship Management(CRM) System for the eBusiness Manager, who wants to manage his Clients, Customers and Vendor database information, while bring Customer Support into his/her eBusiness environment.  Featuring, a Internet responsive Sales, Marketing, Service and Support System utilizing Shipping interfaced with Sales and Service.  A Purchase Order System interfaced into a real-time Inventory Control system, and a Return Merchandise Authorization (RMA) system interfaced into your sales receipts.

SupPlus Software has integrated the Sales, Marketing, Service and Support features into an easy to access interfaces to maintain your Clients and his/her Customers at a glance.  A Vendor/Merchants Purchase Order System to maintain the stock your in business to sell, plus more...

Introduction

SupPlus Software has provided a software system that would help an eBusiness evaluate each of his Client or Customers needs in the business functional areas of Sales, Marketing, Service and Support.

Using a simplistic process to eClient/Customer Maintenance and Support, while giving a personalized touch to the small and medium size eBusiness in it's business processing.

Whither your customer just needs product information, to make a purchase or support on something he has gotten from you in the past.  Our goal is to provide you the software to support your customer's without costing you an enormous amount of time and money.
Know your customers relations with you at a glance, see his wants, interests, and any problems he might have had with the products you provide.

Sales - Marketing - Service - Support - Real Time Inventory Control – Purchase Order - Shipping/Receiving - Return Merchandise Authorization – Plus More

Whither your eBusiness makes sales over the Internet through eCommerce or receives sales through email or faxes', recording the process is essential to doing business with that customer in the future.  We've tried to foresee your possibilities in managing an eBusiness and included a versatile Sales, Marketing, Service and Support environment that provides you with continuous customer contact through email or browsing the customers own web site, along with sending out email receipts for purchases.

With the opportunity that is offered to business’s on the Internet.  Our goal is to compete and provide a better product to manage your eBusiness as technology and the environment changes the eBusiness community.

Distribution Notice: SupPlus Software has distributed the eClient Customer System 2001, Version 1.0 as Shareware.  That means you can use it free of charge for 30 days as you evaluate the product for your needs.  After that, you must either register your copy by paying a small license fee or stop using it.

The "eClient/Customer System 2001" product has provided many things for different businesses.  Below are some of the categories your business might be considering.

General Business  - 
Business Management System

Contact Management

   


Build Quotes/Make Sells/Create Invoices

   


Organize Your E-Mail

   


Retail Client & Invoicing

   


Produce Reports
Databases - 

Client/Customer Database
   


Inventory Control Database

   


Help Desk Database

   


Marketing Database

   


Sales/Service Database

   


RMA Database

Shipping/Receiving Database

Purchase Order Database

Customer Support Database
Inventory - 

Manage Inventory (Real-Time)
   


Control Sales

   


Organize, catalog and manage Inventory Stock

Finances - 

Manage Sales/Service/Marketing and Support for Clients and their

     



 Customers

Purchase Orders Management System

   


Make Small business Accounting Easy

   


Real Time Business Management

   


Control Customer Information
Vertical Markets - 
Run Your Point of Sale Business (POS) on the PC

   


Manage Prospects Lists

   


Manage a Services Business
Other - 

Maintain Creative Ideas/Artistic or Documented
   


Editorial Tracking

   


Maintain Follow-up Scheduling

System Requirements

1. Any microcomputer running Windows 9x/NT Pentium recommended

2. A hard disk drive with at least 20MB of free space.

3. 64 MB RAM recommended.

How To Install the eClient\Customer System 2001

The eClient\Customer System 2001 comes with an easy-to-use Windows install program package into a Single archived file called "CCS2001.ZIP" for distribution.  Unpack the contents into a single directory and double-click on SETUP.EXE. This will launch the installer and put the eClient\Customer System 2001 in it's own program group.

When the installation process is finished the C:\Program Files\SupPlus\eClient Customer System 2001 folder which will contain a file called CCS2001.DOC. It contains the necessary documentation needed for the eClient/Customer System 2001.

Please note for trouble free operation; do not attempt to install more than one copy of eClient/Customer System 2001 on your computer.

The first time that you start up the eClient/Customer System 2001 you will be required to fill out some registration information.  Whither you chose to register as a Trial User or Register and Pay for the product licensing this information is required to access the system.  NOTE: All information gathered during the registration process is confidential information to SupPlus Software.  SupPlus Software does not sell customer information to Marketing Firms.

Upon completion of the registration process you will be authorized into the system to open the sample client or create a new client.  The initial password to gain access to a client's data is "snowman" (all lower case).  And all passwords can be changed at your discretion.

How to Uninstall the eClient/Customer System 2001

To Uninstall eClient/Customer System 2001 go to the Control Panel and select "Add/Remove Programs". Highlight "eClient/Customer System 2001" than select the "Add/Remove" button.  

Contacting Us

If you have any questions or encounter a problem, you can go to our "Contact Us" page on the web for further instructions on whom to contact for the specific need you have.

Be sure to visit our Web Site on occasion to see what new products, add-ins, and improvements we have made for your comfort.

Customer Service – customerservice@supplussftwr.com
If you have any ideas that you would like to see us add into our products, complaints or just want to tell us how you enjoy our products we have created a "Customer Service Department" for these type questions/comments.

Registration - registration@supplussftwr.com
The registration e-mail address is an automatic query to our Registration Section at the time you decide to try our product for 30 days or decide to purchase our product.  The Registration Section is responsible for issuing your key code to go beyond the 30-day trial period.

Sales Information -  sales@supplussftwr.com
All sales inquiries relating to one or multiple licensed copies of our product for your business.  Any inquiries related to discounts offered to Non-profit or Educational Institutions.

Support Information -  support@supplussftwr.com
If you have a problem or need additional information about our products beyond any documentation, the "Support Department" was created to handle these needs.

Other inquiries not defined above should be made to the Customer Service Department, which will forward the inquiry to the appropriate area.

Thank You

SupPlus Software

P.O. Box 565

Lebanon, GA.  30146-0565

http:\\www.supplus.com

sales@supplussftwr.com
License Agreement

Copyright (C) 2000 - 2001 SupPlus Software, the author of the eClient/Customer Systems 2001 software

All Rights Reserved

NOTICE TO USER:

THIS IS A CONTRACT.  YOUR USE OF THIS SOFTWARE INDICATES YOU ACCEPT ALL THE TERMS AND CONDITIONS OF THIS AGREEMENT.

The term "Software" shall also include any upgrades, modified versions or updates of the Software licensed to you by SupPlus Software the authors of the eClient/Customer System 2001 software.  

You must read this Agreement carefully before using the software.  If you do not agree with the terms and conditions of this Agreement, return the software and accompanying materials for a full refund. 

Evaluation and Registration of Shareware Version.

The shareware version of eClient/Customer System 2001 is not free software.  You are hereby licensed to use this software for the purpose of evaluation without charge for a period of 30 days.

If you use this software after the 30-day evaluation period, a registration fee is required.  See ORDER.TXT for information on ordering.

Unregistered use of the eClient/Customer System 2001 after the 30-day evaluation period is in violation of U.S. and international copyright laws.

USE OF REGISTERED VERSION OF THE ECLIENT/CUSTOMER SYSTEM 2001

One registered copy of the eClient/Customer System 2001 may be used by a single person who uses the software personally on one computer, or installed on a single workstation used non-simultaneously by multiple people, but not both.

You may access the registered version of the eClient/Customer System 2001 through a network, provided that you have obtained individual licenses for the software covering all workstations that will access the software through the network.  

COPYRIGHT

The Software is owned by SupPlus Software the Author of the eClient/Customer System 2001 Software, and its structure, organization and code are the valuable trade secrets.  The Software is also protected by United States Copyright Law and International Treaty provisions.  You agree not to modify, adapt, translate, reverse engineer, decompile, disassemble or otherwise attempt to discover the source code of the Software.  You may use trademarks only to identify printed output produced by the Software, in accordance with accepted trademark practice, including identification of trademark owner's name.  Such use of any trademark does not give you any rights of ownership in that trademark. Except as stated above, this Agreement does not grant you any intellectual property rights in the Software.  No Warranty

The Software is being delivered to you AS IS and SupPlus Software and the Author of the Software make no warranty as to its use or performance. SUPPLUS SOFTWARE, THE AUTHOR OF THE SOFTWARE (eCLIENT/CUSTOMER SYSTEM 2001), AND ITS SUPPLIERS DO NOT AND CANNOT WARRANT THE PERFORMANCE OR RESULTS YOU MAY OBTAIN BY USING THE SOFTWARE OR DOCUMENTATION.  SUPPLUS SOFTWARE, THE AUTHOR OF THE ECLIENT/CUSTOMER SYSTEM 2001, AND ITS SUPPLIERS MAKE NO WARRANTIES, EXPRESS OR IMPLIED, AS TO NONINFRINGEMENT OF THIRD PARTY RIGHTS, MERCHANTABILITY, OR FITNESS FOR ANY PARTICULAR PURPOSE.  IN NO EVENT WILL SUPPLUS SOFTWARE, THE AUTHORS OF THE eCLIENT/CUSTOMER SYSTEM 2001, OR ITS SUPPLIERS BE LIABLE TO YOU FOR ANY ON SEQUENTIAL, INCIDENTAL OR SPECIAL DAMAGES, INCLUDING ANY LOST PROFITS OR LOST SAVINGS, EVEN IF A REPRESENTATIVE HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, OR FOR ANY CLAIM BY ANY THIRD PARTY.  

Some states or jurisdictions do not allow the exclusion or limitation of incidental, consequential or special damages, or the exclusion of implied warranties or limitations on how long an implied warranty may last, so the above limitations may not apply to you.

Governing Law and General Provisions

This Agreement will be governed by the laws of the State of Georgia, U.S.A.  If any part of this Agreement is found void and unenforceable, it will not affect the validity of the balance of the Agreement, which shall remain valid and enforceable according to its terms.  You agree that the Software will not be shipped, transferred or exported into any country or used in any manner prohibited by the United States Export Administration Act or any other export laws, restrictions or regulations.  This Agreement shall automatically terminate upon failure by you to comply with its terms.  This Agreement may only be modified in writing signed by an officer of SupPlus Software, or the Authors of the eClient/Customer System 2001 software.

Getting Started

The First Time You Open A Client Database

The first time you execute the eClient/Customer System 2001 and attempt to open a Client database, you’ll be asked to register the product either as a trial period user or you can register and pay the small licensing fee to go beyond the 30 day trial period.
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Entering The Registration Information
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The Registration Process
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After going through the ’30 Day Trail’ registration, you may elect to purchase a license Key Code to activate the system.  Entering the menu option under the ‘Help’ select Register with SupPlus Software.  The following registration window will display.
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Note:  The ’30 Day Trial’ registration button is not available since your trial registration was already made.  By selecting the ‘Register’ button, you’ll be asked to confirm your chose to register or to cancel.  Continuing the process will display the below window.

Register by Mail
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By selecting the ‘Mail/Check’ option you’ll be asked to insure that your printer is on.  The registration information will print so that you can send you request directly to SupPlus Software with your check for registration.
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If you elect to register by ‘On-Line Credit Card’.  An e-mail registration will be forwarded to SupPlus Software, Registration Dept.   

Registering through Secure Internet Server
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The system will automatically activate your internet browser and forward you to the SupPlus Software Web page that will bring you to a Secure Internet location to accept your Credit Card Information.  Upon the completion of the On-line registration you will receive from SupPlus Software, an e-mail identifying the process has been received and completed with your System Key Code contained within the e-mail.
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Opening the Sample Database

Upon completion of filling out the necessary registration information you’ll have access to the system, so you will be able to access the sample database or create a new client database.

If you choose to explore the sample database.  The password window will appear requiring you to enter the proper password.  The password in lower case is “snowman”.

Default Password
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The password in lower case is “snowman”.

Creating a New Client Database

Step 1 - Close any currently opened Client Databases.  If you elect to create a new client database, Step 2 - Select from the “File” menu option “Client Database Setup”.  Step 3 - The following screen will appear.  Press the “Add” button, everything will clear.
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Step 4 – Enter a “Db Alias Name” is a nickname for your new database.  It’s used to direct the data internally to the correct Client.  NOTE:  The DB Alias Name should not contain any symbols or spaces, just A-Z upper or lower case.

Step 5 – Enter the Client’s Name: The Client Name can be a long name containing spaces if needed.  This name is the name you would use if you were self employed or working for someone.  This name shows up on the top of the reports.

Step 6 - To establish a path for the Customer Data, Reports, and Backup, use the Browse button. The Path window will appear guiding you through creating each new directory as shown below.Note:  (Work Around) Create a new directory only one level deep for each request.  Creating a directory more than one level will generate an error, indicating that the directory is already in existence. 
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Step 7 - When you are finished assigning the designated directories.  Press the “Update” button on the “Client Setup” window and the new client’s database will be created.

The Next step will be setup the client’s incidental data files needed to categories and process the client’s data.  To do this you need to open your new Client’s Database.

Step 8 - Under the “File” menu select “Open Client”.  The first time you open a new database a “Change Access Password” window appears.  The system requires that you establish a password for your new client.  See Password Setting in Setting Security.

Setting Security

Password Setting
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As you can see below your are required to enter your password twice to confirm the correct password was established.  After entering the password than press the “OK” button to continue.

After entering the “OK” the database is still not opened.  You have only established the password for the database at this point.  Now until you select again under the “File” menu the “Open Client” option.  Then the below window will appear, in which you are required to enter your newly established password.  From this point forward to enter into the Clients Database you will only see the below box.
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Changing Your Password

At the time you decide you want to change your password.  All you need to do is to go to the option under the menu “Maintenance, Setup, Client, Security” there will be two options to choose from.  The first is “Client Encryption Setup” and the second is “Change Client Password”.    Well cover changing the password first.

By selecting the “Change Client Password” the below window will appear.  Simply enter the new password and repeat the password for verification, then press OK.  That’s all there is to it to changing a password.

[image: image15.png]Cii

Access Password

1] ///J H,/,/,/ ' Summerfield Appliance Outiet

Enter You Password

o Cocd





Changing Your Encryption Process

Every System has an encryption process to generate passwords.  This process is based on a default set of cryption keys established with every system.  Your given the option to maintain or change your encryption process by change the keys.  

Warning – Warning –Warning - Changing the keys will change the process for every password established through the system.  If you elect to change the cryption keys, every password will have to be reestablished to gain access to the system.
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Steps to Changing Your Encryption Process

The first thing about understanding this process is to accept the rules for each of the three keys you’ll be establishing.  Although the variants is very high for a hacker to hack this process, if your stay within these rules the variants will be higher.

Rule #1: Generating a key less than the values established increases the chances of the key to be hacked by a professional hacker.

Rule #2: Don’t generate a keys greater than the established value to maintain the integrity of the process, values over the established guidelines are not always predictable with every password encrypted.

Setting the Keys:

First key - Don’t establish a key less than 300 or greater than 899 in value.

Second key - Don’t establish a key less than 10000 or greater than 15000 in value.

Third key - Don’t establish a key less than 25000 or greater than 40000 in value.
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After entering the correct password, you can tell from the top bar what Client your servicing.  The name will appear on the blue bar.

Setting System Data

Client Incidental Data

Setting Client Tax Rate

Your first step on setting up your client’s incidental data is each Client has a separate tax and labor rate to setup.  From the Maintenance menu, select Setup, Client, and Client Maintenance.
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The below “Client Maintenance” window will appear.

Notice all fields are defaulted to zero and the Sales Order and Service Order Numbers, RMA # and the Purchase Order Numbers can be reset to your specification.  The “Tax Rates” here are accumulative and are set per Client.  There is no National or Internet Tax required by law at this time, but that doesn’t mean there won’t be.  Simply click on the “Edit” button and enter those rates and the combined tax rate will effect all customers processed for that client.  

Note:  for Customer County Taxes the rate would be input on the “Customer’s Setup and Maintenance” window and can be set to be included with the above rates. 

Setting Client Type (or) Class

Every new customer has incidental data files that need to be established.  These files are as follows, for data pertaining to each customer there is a “Type Class” classification needing to be defined.  These are categories you might later want to classify your customers into.  If your database deals with government employees, you might classify them within their job titles.  Example; Governors, Senators, Congressmen, Judges, Policeman, etc, If your customers deal with the general public, you classify them differently, maybe from a prospects list, and you’ll want to classify them according to your prospective list.  A good suggestion if you don’t know how to categories your customers is to classify them all as “Customer” Until you learn more about your customer and his wants and needs from your eBusiness.

To setup your Customer “Type Class” under the Maintenance menu above select “Customer then Setup, System, Customer Maintenance, then Type Class”.
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The below Maintenance window will appear with a “Default” Type Class Showing.

To add a new Classification simply select the “Add” button, add your classification and select the “Update” button.  Your new classification will show with the default classification.  To delete a classification, simply select the class within the list then press the “Delete” button.  The same process is used to edit an already defined class.  Simply select the class your wanting to edit, then press edit.  Upon completion of editing your class select the “Update” button to record your changes.

Setup Client Addresses Shipping/Receiving/HQ

To Enter the Client’s address and Shipping information simply press the above “Address/Ship To” button, the “Client Address Maintenance” will appear, as seen on the following page.
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The above data is used in many different ways.  For example; In identifying freight or shipping charges from the clients location to the customer’s location.  

The zip code information is used as the originating or sending location of the package that is being sent to your customers.  Receiving information is used in where to receive current inventory stock items. 

Note:  The zip code entered in the “Ship From Client” section is the default zip code used within the “Recording Shipping Charges” window as the Originating Zip Code information.  But more on that later.

Customer Incidental Data
Setting Customer Tax Rate

The below Customer Setup and Maintenance window will allow you to set the tax percentage needed to collect when making sales to this customer, but first you need to have the customer input before entering this data.  At the time of entering a customer all information below is defaulted to zeros

The tax field can be used independently or combined with other rates established with the Client Maintenance window.  To combine the rates simply place a check mark in the box that states “Compute with Client’s Tax Rates” and the rate will be used in addition to the other rate setup.
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All the fields above are updated automatically but can be edited and modified at any time by selecting the “Edit” button, than the Update button to update the figures.

Maintaining State/Region and Country Information

The State and Regional Maintenance along with the Country Maintenance windows are also easily maintainable just by selecting their menu option.

Note: This data is part of the common library and is accessed by all available clients.
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NOTE:  The Field Active field is used for a future release and is designed to allow support of that field content.

The other incidental data files needing to be established are within the Sales, Marketing, Service, Support, Inventory and Return Merchandise Authorization modules of the system.

Sales Incidental Data

Maintaining Payment Methods

The Sales module allows you to maintain the Payment Method of your sales.  

Note: This data is part of the common library and is accessed by all available clients.

If the 1st character in the description is an “*” this character tells the system not to charge and dollar amount to a receipt.  The regular prices will be reflected, but the extended and total will reflect a zero dollar amount.  
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NOTE:  The field “Method Active” is used for a future release and is designed to allow support of that field content.

Marketing Incidental Data Setup

Setting Call Types and Action Taken
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 The Marketing module was setup so you can track and record your marketing efforts to any customer.  Standardizing the “Call Type” and your “Action Taken” will help you in processing each contact attempt.

Setting up “Call Type” and “Action Taken” is fairly simple and standardized with the system.  Simply click on the “Add” button to add a new entry, than click on “Update” to record your new entry.  To edit an existing entry, simply highlight the entry you wish to edit and click on the “Edit” button.  To record your changes simply click on the “Update” button.  To delete in entry, simply highlight the entry you wish to delete and click on the “Delete” button.  

Service Incidental Data Setup

Service Association and Maintenance
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Setting up your “Service Association” is fairly simple and standardized with the system.  These service schemes are used when creating a service order.  The information defined here will appear on the service order explaining the service work that was completed by you.

To Add a Service Scheme, Simply click on the “Add” button to add a new entry.  The fields will all clear leaving you to input your data for your new scheme.  To update your record just click on “Update” button and your new scheme is saved.  

To edit an existing entry, simply view the entry by using the Previous or Next buttons to review all your service schemes.  View the scheme you wish to edit and click on the “Edit” button.  To record your changes simply click on the “Update” button.  

To delete in entry, simply view the scheme you wish to delete and click on the “Delete” button.  

Support Incidental Data Setup

Problem Association and Maintenance
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Support Plan Maintenance

Setting up “Support Plans” is fairly simple and standardized with the system.  Simply click on the “Add” button to add a new entry, than click on “Update” to record your new entry.  To edit an existing entry, simply highlight the entry you wish to edit and click on the “Edit” button.  To record your changes simply click on the “Update” button.  To delete in entry, simply highlight the entry you wish to delete and click on the “Delete” button.  
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Inventory Incidental Data

Inventory Category/Stock Sales Units/Shipping Order Units
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Setting up “Inventory Category, Stock Sales Unit and Shipping Order Units” is fairly simple and standardized with the system.  Simply click on the “Add” button to add a new entry, than click on “Update” to record your new entry.  To edit an existing entry, simply highlight the entry you wish to edit and click on the “Edit” button.  To record your changes simply click on the “Update” button.  To delete in entry, simply highlight the entry you wish to delete and click on the “Delete” button.

RMA Incidental Data Setup

Product Return Maintenance

[image: image30.png]Inventory Category [_[CIx]

Dishwasher
Stove - Electic
Stove - Gas
[Washer

EnterInventoy Categoy __ Fieldctive

EET—
£ | Add | Doke
==




Companies can have different reasons for accepting returned products.  In the example below you can see just a few that might be used for your company.

Disposition Maintenance
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With every reason a product is returned, there is a disposition needed to guide the Receiving Department upon receiving the item.

Inventory Setup
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Below you’ll see an example of an inventory Item put into the system.  A few things to remember.  If you haven’t setup your Inventory Categories yet, all items entered will be harder to find within the inventory listing without a category assigned to the item.  Remember to setup up your categories than go back to the Inventory Maintenance and edit the record and add the category to that record you never assigned a category to.

Note:  The “Cost Tab” is used to enter the cost from the distributor/manufacture.  For example if the above example had a Order Unit (ShipType) of “Box” or “Dozen” (anything other than each, which indicates one).  The cost should show the accumulative cost of the Box of memory chips sent.  Cost $149.50 for 10 chips.  The “Sales Unit” cost is the individual cost associated to the Order Unit Cost, which would be $14.95 per Sales Unit.

Additional feature added to the Inventory system has been the “Description Tab” and the “Picture Tab”.  The description is shown within the Inventory Listing Report.  The picture is only used with the Inventory Listing Report and for viewing by the user.  SupPlus Software has plans on utilizing this feature extensively in our future releases.  For example it might be a blue print of an assembled product, so the user might want to view where that specific item might be within that assembled product.

Adding a Picture to your Inventory Item
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To add a picture to your inventory item, you have to be in “Edit Mode”.  Click on the “Edit” button.  Take the cursor of the mouse to the area where the picture will be showing and do a “Right Click” of your mouse.  A one-item menu will appear “Get Picture”.  Click on the menu item “Get Picture” and a “Set Picture to Inventory File” window will appear.  

Locate a bitmap for the item your wanting to associate a picture to.  If the picture is to large to be viewed, simply select the Stretch Check Box and the picture will be set within the picture box.

To Set the Picture to the inventory item simply select the “Set Picture” button with your mouse and the item will be set to your [image: image34.png]Problem Associ
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inventory item.
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To view an oversized picture that was added to the inventory item simply “Double Click” the picture shown on either the “Picture Tab” or click on the “View” button above.

Customer Setup:
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To setup a new Customer, simply select the “Add” button. All the fields will clear waiting for you to enter your new Customer information. Just follow the prompts:
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To add the user’s contact information simply press the button across from the “Name” input field.   This will cause another box to appear.  Simply input the appropriate information than select Update.  Double clicking on the entry after the update, will allow that data to be considered as the default data and carry forward to the system screen.

System Processes:

Sales

Processing Sales
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After your Inventory is setup, you will be ready to process sales.  Select the “Sales” tab for a specific customer.

By double clicking on the bar that say’s “Qty, Product Name, Amount…” or by selecting the “Inventory button will cause the “Payment Method” window to appear.  By selecting the means the customer is paying for the sale and pressing “Continue” will bring up the Inventory window as shown below.
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Double clicking on the Inventory Item will bring up a Quantity window, which will allow you to Enter the Quantity Sold the system will recognize any Sales Offered on that product.  Pressing the “Continue button will transfer the item to the sales order.  

If your finished selecting items from the Inventory Listing, simply press “Close” on the “Inventory Selection” window and the totals with the taxes (if any) will be reflected.

At this point you have the option to either go back to adding additional items, by selecting the Inventory button, or process the sales order.
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When you have decided that it is time to process your sales order, simply press the “Process” button and a “Mode of Delivery” window will appear.  Select the option and press continue.

Selecting the “Customer Carry” option is telling the system that the customer is taking the merchandise with him and there is no Freight/Shipping Cost added to the sales order.

When selecting the “Commercial Shipping”, the system recognizes that the items will be shipped by either Fed Express, UPS or USPS.
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By Selecting the “Edit ShipTo Address” the below window [image: image42.png]Service Order Entiy [_[OIx]
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overlays the ‘Generate Freight Costs” window as seen below.

Selecting the “Use Same Address” button will transfer the Company’s default address to the “Ship-To Maintenance” window so it could either be accepted as the Ship-To address or be edited by pressing the “Edit button, than updating any changes.
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By selecting any of the three buttons, for Fed Express, UPS or USPS the system will wisk you off to the appropriate web site so that you can generate a accurate and up-to-date freight cost for the package/s being shipped.

Note:  The zip code entry on the “Generate Freight Costs” window is the default shipping zip code on the “Recording Shipping Charges” window, but more on that later.

Maintaining Shipping and Tracer Web Site Links
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Maintaining Web Site Links - With time, web site connections change and are always updated by their web designer.  This system has accounted for that and allows you to maintain the URL connection to that site.  Under the Maintenance menu select update and the “Shipping and Tracer URL Maintenance” window will appear as seen below.  Simply select edit, than enter the new web page URL address for each item selected.  

NOTE:  If you don’t know exactly what the address is.  Simply find the page with your web browser, than select the address, copy it, by selecting a right mouse click, then past it into the appropriate location.  Press Update to update your system.

Selecting the Shipper

Selecting the Shipper - Now when you select any of the three buttons from the “Generate Freight Costs” window the system will go to the right corresponding web page, with the “Recording Shipping Charges” window (seen below) overlaying the web page.
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Recording Shipping Charges

Recording Shipping Charges – This overlay is intended to assist you by providing the necessary information needed to determine what the shipping charges will be for that customer merchandise.

Originating Zip Code: This zip code is identified within the “Client Maintenance” window, covered in previous sections.

Destination Zip Code: This zip code is identified within the “Generate Freight Costs” window.

Total Shipping Weight: The weight figure shown here is an accumulation of the weights for each item/s selected for sale.

Shipper: Is showing the button selected from the “Generate Freight Costs” window.  

The shipping charges entered are not final until the “Generate Freight Costs” window is closed.  Until that time you could visit each shipper’s web site and compare shipping costs.
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Upon closing the “Generate Freight Costs” window the system records the costs within the invoice.  If your selection for Mode of Payment was “Credit Card” the following Credit Card Recording window will display.  

Entering Credit Card Information

At this time enter the Type of Credit Card selected, The Name that is shown on the Credit Card, the credit card number and the expiration date of the care as shown as MM/YY.  The amount automatically displays, which includes the freight/shipping charges and is carried forward from the receipt.

Printing Sales Receipt

If you have selected to print out the receipt on the “Sales Tab” the following “Sales Receipt” will print at your default printer.  If you forgot to check the “Print” box on the “Sales Tab”, you have two options to print the receipt.  The first is to select the receipt from the history side of the “Sales Tab” and right click on the receipt.  Your options are to print the receipt or view the receipt.  If you view the Sales Order, your also have the option to print it from the view as it is seen below.  Selecting the option to print the Sales order will just print the Sales Order again.
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Establishing ShipTo Address

When the “Store Delivery” is selected, than the system recognizes that our own store delivery system is used.  
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The “Standard Delivery Charges” are defaulted from the “Client Maintenance Screen”.  Select the Local Delivery Agent, record any specific comments, then and press “Update”.   The data will show-up on the Sale’s Order.

When “Download” is used there is no Freight/Shipping Cost added to the sales order.

Setting Method of Payment

 After the delivery mode has been determined, a window will appear from your previously selected method of payment selected. 
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The system will process print and/or e-mail the sales order if selected.  The order will move from the current transaction side of the “Sales Tab” to the history side.

Review Customer History
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At any time you can review the history item by right clicking on the history item, then selecting either to “View” or “Reprint” the sales order.  

Note:  Reviewing the sales order will also give you the option to print another sales order.
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Marketing

Processing Marketing

Recording Your Marketing Efforts

[image: image53.png]Change Access Password

Computer Retail

Eter New Password:

Riepeat Password

3 Cancel




This Marketing interface is designed to support your current Customer and prospect.

By selecting the “Add” button at the bottom of the screen, the “SEQ” and “Date/Time” are automatically recorded as seen below.

Recording Call Type and Action Taken
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Note:  If you haven’t already 

Predefined your “Call Type” Or 

“Action Taken”. Select the menu 

option “Maintenance, Setup, System, 

Marketing Maintenance, 

Call Type or Action Taken”, 

To create your Categories.

By selecting the pull down Lookup fields you will be able to recall all the predefined elements to the “Call Type” and “Action Taken” to be used within your recording of your Marketing efforts.

Recording Your Comments

One of the important features is the ability to enter you comments.  As soon as you enter “Post” the comments are recorded for your review in the future.  
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Setting Follow-up Date/Time

By double clicking on the Follow-Up Date space a Follow-up Calendar will appear 

Quick Glance at Your Customer Profile
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A quick glance at the Marketing Tab of the Customer’s Profile will show the last action taken with the customer.  Every time there is new actions taken the profile will reflect those actions in real time.  

One good feature to remember while looking at the Customer’s Profile Tab, is that you can quickly scan your customer profile’s by using the “Previous and Next” buttons.

Service

Processing Service Orders

Overview of the Service Order System
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The Service Order System was created with the same ideas of the previous system integration.  Everything is based around the Customer to the Client, with the ease to access the system data from the single screen entry point.  Once you’ve setup the incidental data with the Service Association schemes for your Client.  Producing a top quality Service Order for your Customer is a breeze.  

Reviewing Service History

The Customer’s Service History is on the right of the screen, showing the service order status, if it’s ‘Open’ or ‘Closed’, the service order number, the date of the service order and the amount.

A single left click of the mouse on a service order listed on the history side will reveal the order contents.  A single right click of the mouse on a service order will reveal your menu options of ‘View/Edit Server Order, Reprint Receipt, or ReOpen Order’, but these options will be covered later in this section.

Entering A Service Call

To enter a service order, simply double click on the ‘Service/Parts’ title or click on the Services button below the Service Order Entry screen will appear.
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Recognizing products under warranty

After selecting the “Item Type Service Required On”, the system will show you the products that have been registered for service.  If the item is listed, simply double click on the item and the system will take you back to the Service Order Entry screen.  If the item is not listed you can at that time register a new product for service.
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Registering a product for service

The “Product Verification/Registration” screen will overlay the “Service Order Entry “ screen.
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To register a new product, simply press the “Add” button.  Right click on the appropriate “Rcpt #” and a menu will popup with the option to view that purchase.  If you click on the “View” menu option the Detailed Receipt will be displayed to view, showing the “Date of Purchase” of that receipt.

If you right click on the detailed line item another popup menu will appear with the option for you to “Register” that item.  By selecting that menu option the system will fill in the “Date of Registed” field.  Your next step is to select the “Product Class” double click on the “Date Installed” if it applies, and enter in the Customers product “Serial Number”.    Finally Identify the Support Plan and date.  Upon completion press “Update” and the system will add the product to the list of registered products.  Simply double click on the new item that was registered and the system will take you back to the Service Entry screen.

Entering A Service Order

Your next step in entering a service order is to identify if this item is under warranty or is service chargeable to the customer. 
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Selecting a Type of Service

Select the Type of Service from the Service Schemes that were setup for your business.  The Hourly Rate, Time Required and Standard Charge will be filled in upon pressing the “OK” button and the service will be sent to the service order.

Understanding Service and Warranty
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All warranty items will be highlighted in red on each service detail line.  All items not covered under warranty will appear normally black.  

At any point you can process your service order and it will remain open until you close the order.  The customer’s open and closed orders will be listed with the Gross dollar amount is showing, as Gross a reflected on the sale.  To view the processed service order you will see that out of that $393.65 gross figure, $298.56 is credited towards warranty work.

Every Order can be reopened after closing as long as the “Close Out Unposted Service Orders” has not been completed under the “Operation” menu item.  Items that have not gone through the “Operations” process can be remove if needed from the service order by right clicking the item and selecting “Remove Item”.

Service Order Status
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A quick glance of the “Status” field will reveal the Service Order Status at all times.

Generating Service Order Quote

Service Order Quotes can be printed at anytime before a “Process” or a “Close Order” decision is ever made.  If the customer just wants a Quote, you can build a quote then print it, send it by e-mail or just display the quote for viewing.  When finished all you need to do is press the “Cancel” button and no dollar amounts are computed towards that request.

Adding Parts to Your Service Order

A service order is not only labor service rates charged to the customer, but also at any time you can press the "“inventory” button and add parts to the service order as needed.  All parts added to the service order also update the parts inventory quantity status.
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If the parts are removed from the order the stock item is expected to be returned back to inventory, as it reflects the stock quantity status.

Closing Service Order

Closing a Service Order is not the last step in a Service Order Life Cycle.  A closed order can be reopened it need be.

Payment Method
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When you Close a Service Order your telling the system your expecting payment, and a “Payment Method” box displays over the Customer’s main screen.  If the Order is being paid through a Purchase Order, select Purchase Order as the Payment Method and enter the Customer’s Purchase Order Number, then press “Continue”.  If the Payment Method is something else, select the method then press “Continue”.

Selecting the Mode of Delivery

After selecting the Payment Method the system wants to know how the product is leaving your business.  A “Mode of Delivery” box will then display where the “Payment Method” box was.
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Mode of Delivery - Customer Carry

Customer Carry is when the customer takes the merchandise out of your location.

Mode of Delivery - Commercial Shipping

Commercial Shipping is when the business is shipping the item back to the customer through the Commercial Shipping channels such as UPS, Fed Express, or US Postal.  By selecting the Commercial Shipping mode of delivery the system will then display shipping box wanting to know the shipping address. 
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Press the “Edit Ship to Address” and another dialog box will appear showing you the customer’s address.  If this address is not correct, you have the option to edit and correct it at this time or to make delivery comments if needed.

Commercial Shipping

Your next step is to select the Commercial Shipper by pressing their related button.  At that time the system will take you to the shipper’s web site.  Here you can select the way you will ship the merchandise, identify the cost by the packing and weight and enter the shipping Charges on the popup dialog box at the bottom of your screen called “Recording Shipping Charges”.  When your finished press the “Close” box and the shipping information will be transferred to the invoice, and shipping record.
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Close the “Shipping Address” box and the system continue with the “Method of Payment”.

Payment Method – Credit Card

If your chose was that the customer was paying by credit card a “Credit Card Selection” dialog box will appear with the total of the service charge listed including the shipping charges.
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Select the Credit Card and enter the required information as given by the Credit Card holder, then press Submit.  

NOTE:  This credit card information is not directly connected to any Credit Card Authorizing gateway at this time.  The eClient/Customer System 2001 still requires you and your business to maintain a separate merchant account with a Credit Card Authorizing Agency to accept and process your credit payment.  The Credit Card Selection dialog was included for your record in maintaining your customer’s history of payment only.

Mode of Delivery – Store Delivery

Store Delivery is when the business is returning the merchandise through a local delivery agent.

Mode of Delivery - Download

Download is when the business is returning the merchandise (which could be software) by electronically through the internet.

Printing the Service Receipt
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You have several options on when to print your Service Order.  Your first option is after the Service Order is created.   When you choose either to keep the order open and “Process” the Service Order, or close the order with the “Close Order” button.  If you have the “Print” box checked, and your processing the Service Order with the “Process” button the Service Order will print, and at the top of the Service Order the title will change to “Opened Service Order”.  If you chose not to print the receipt at that time you can always right click on the Service Order referenced on the right side and select “Reprint Receipt” at that time.  

Support

Performing Support

Quick Glance at Your Customer Profile
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With a quick look at the Support Profile Tab of this customer, it shows that Support was given to a problem were a computer wouldn’t work on the 31st July 2000, and a follow-up call was scheduled for 1st August 2000 at 11am.

This customer’s last purchase with this Client was on the 23 December 1999, in which he bought a DeskTop Computer System.  Matter of fact this customer probably bought more that one computer from this Client with the YTD Sales reflecting over a $4,000 balance.  

The profile also shows that the Client tried to get the customer interested in Widget, that he was sent information on the widget on the 27th of December 1999. 

Finally this customer came in for service today and received a Memory Upgrade.

Recognizing Products under Support Agreements

Anytime you click on the Support Tab, the support fields will clear and a window will appear over the center of your screen.  

This window is automatically informing you of the items this customer has registered for support.  If the item is listed within the listing, but the support date has expired, you can choose to “Edit the Support Item” in which you can update his support.  Or you can double click on that item that hasn’t expired and the information will transfer across to the Support Tab fields.  
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If the item is not listed within the listing, you have two options.  The first is to register new support by pressing the “New Registration” button or press the “Cancel” button to review and/or edit the last entries.

Note:  This system does not at this time maintain Support Agreement, but is on the drawing board to do so in the future.

Recording Support Efforts
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After you have double clicked on the item that has been registered for support the following information is transferred to the support tab fields.

The current date of 7th of January 2001 at 11:27:04 am, support was request on a Desk Top 600 system showing serial number 2349072-432BF, which is under a “Free 30 Support” warranty.

Identifying Problem Type

Identifying a customer problem is one of the arts to supporting a customer.  No two customers express their difficulties in a same manner.  So we have designed a Problem-Cause-Solution database that will take your customer experiences, maintain them and use them for faster trouble shooting and resolution for your customer.
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Problems are categorized by a ‘Problem Type’, if there is no categorization done on this type of problem.  A more descriptive comment section should be utilized until categorization can be done.  

Determining Symptom and Possible Solution

Upon selecting a ‘Problem Type’ there could be multiple Symptoms identified to help identify a quick solution, and there should be only one Solution for every Symptom.  There are exceptions to every rule and your maintenance of the Problem-Cause-Solution Database will reveal the flexibility needed for your business environment.

Recording Multiple Efforts
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Maintaining the Problem Cause Solution Database
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Return Merchandise Authorization (RMA)

Processing Return Merchandise Authorization

Return Merchandise Authorization
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The system was designed with a lot of control on authorizing request.  First the customer requesting to return a product must have a receipt for that product, which will have a receipt number (Sales Order Number) assigned to it.  Second the item must already have been posted to the system through the “Close Out Unposted Sales Receipts” which is located in the Operations menu option and is normally processed daily.

To generate an RMA simply highlight the Sales Order the product is referenced to, then right click the mouse and click on the “View Sales” menu item.  If the sales order is unposted a message will popup and indicate that the item must be posted first.  If the sales order is posted the sales order and all items will appear in the box below.  Now right click on the item being returned and all the costs to that item will appear showing a Grand Total Return Amount being returned.  Process the request by selecting the “Process” button.  Now you’re just waiting for the item to be received in the mail.

RMA Receiving

At the time the product is received and is process as being received, the RMA is closed and is reflected to be closed on the “Returned Merchandise Authorization, Outstanding” Report as seen below.
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Return Merchandise Authorization – Outstanding Report

As you can see below, next to the RMA number the RMA disposition is reflected as being “Closed”.
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This report as with all reports can be viewed printed or saved to disk.

Purchase Order

Processing Purchase Orders

Generated by the need of Inventory

Purchase Order systems within businesses were created to make ordering inventory and supplies a lot easier than sending a check with your order or paying as the order is received through COD.  After a vendor has established you as their client, they generally accept receiving a PO from you when you are in need of order supplies or inventory from them.  
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Note: Purchase orders are generally accepted by businesses that you have established doing business with, but it’s not a requirement.  Some businesses rather deal in pay as you go basis.

The SupPlus Software has included a Purchase Order system to help you keeping track of the inventory items you have ordered, or need to order.

To order your wanted inventory item go to the inventory item your needing within the Inventory Maintenance Screen.  Double click on the “On Order” count, Ordering New Inventory Screen will appear.

Step 1 - Ordering Inventory Item

You’ll notice that the Distributor of the product is already on the screen, a description of the product with the Distributor’s product number for ordering the product.  Further more you’ll notice that the cost of the unit your ordering, how it’s shipped and the quantity showing with each unit.

To order this product, simply enter the number of items you want to order, then press Process.
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That is all there is to adding your part to a order list for ordering a part within the inventory system.  Now if that is the only item you wish to request from that distributor, your next step will be to Building a Purchase Order and process it, to receive that item.

Not True

Notice the Inventory item “On Order” is not updated within the inventory system until a Purchase Order is generated.

Step 2 - Building a Purchase Order
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From the “Operation” menu select “Generate Purchase Order” the below screen will appear.

Select the Distributor from the drop down list and see what inventory items might be listed.

Important to Remember: Items may appear as duplicates or multiple lines with the same item but different quantity amounts listed.  This could happen where you forget you’ve previously listed the item, or someone else listed the item.  At this time you can edit quantity or delete the line item from the list by right clicking on the item.  

Note: A Purchase Order can only have one listing of the same item on an order, the quantity requested is definable by you.

Finally right click on the item you want to order and press “Select Item for Purchase Order”.  The item will transfer below to the Purchase Order your building.
Step 3 - Processing Your Purchase Order Request

After you have right clicked on the item listing and chose the menu option to “Select Item for Purchase Order” the item is transferred to the below part of the screen.

[image: image83.png]eClient/Customer System 2001 (Now Sen
Fie Mainenance Task Operstion Report Help

~PlEled

Customer 7| Tope Clas: [ConsutrgFim =] Phone: "
Conpany: [Anerson Mulin and e Corsiing | 1] Page.
Depatnent Mobi
Nanme: B Fax
Steet [F533 Pt Ave e
Steet [Sute 35 UL
Toun/Ciy: [Fopia iy, Stte [5D =] 2 Code[577050100 | Coun: [Urited Saes =l
Pivious|_New |
e | Saes | Matketing Senice | Spgar| 23 [_edi [ Dekte |
e 8] 9500008 Dote/Tie: [0 2001 [S47.23 PV | Transastion Dote/Time 63 a0 2001 [16.0751 P¥

b lems] Servce/Pats ‘Amount_[Total Amount] 2] [Status] S0 Ner | Date of Serv Total Amouni 2

g 32MB DO 6lns 720n 63296993 |$279.95 [[Close | 9500002 3102000 | $167.40

[] 05 insel SoundCad $3720 1960 |[|Close 3500003 07 Jan 2001 $167.40

D 1 Zinpity Sound Card 5999 47649

KIN} |

Feceint GQuote Tares $459 ( 6007  Workin Progess $393.65

I Pint Frovew |  Sheping $0.00 Closed YD Service: $353.40

I EMal | “Senicss | Invenoy |  Warenty < $288.56 > Closed YTD ReWark $0.00
Close Oide Grand Total $99.68  YTD Giand Tota Service: $747.05

o/ oo SupPlus com




You’ll notice that a Purchase Order number has been generated and the Total Cost of the Purchase Order is reflected.  If you had other items you wished to order from the same Distributor and they were listed on the above portion of the screen you could edit and select those items also.  Note:  You cannot select the same item twice.

When your done with building your Purchase Order, simply press the “Process” button to create that Purchase Order.  A dialog window will appear to make sure your printer is on.
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Step 4 - Printing the Purchase Order

Below is an example of a purchase Order.  Select printer button and send the Purchase Order to your printer.  If you would like more than one copy select the correct copies in the Printer Setup dialog window then print the document.
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Purchase Order Status/Reprint

By selecting under the Report menu “Purchase Order, Reprint Purchase Order” the following “Purchase Order Status” window will appear.  Select the Purchase Order you would like to reprint and click the right click button and a menu option to “Print PO” will appear. 
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Select the option and the Purchase Order will reprint with its current receiving status reflected next to the quantity amount as shown below.
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Outstanding Purchase Order Listing

At anytime you can print a Outstanding Purchase Order Listing.  This list represents the Purchase Orders that have not been completely received.  If some of the items have been received and there are items reflected as having been Back Order, than those Purchase Orders will show up on this list.
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Maintaining Inventory

Initial Inventory
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Your initial inventory stock can be added to your system by either using the “Add” button or “Edit” button on the bottom of the Inventory Maintenance Window.

Receiving Inventory
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Once your inventory system has your present stock on hand (initial Inventory) the system works with the Purchase Order System to receive new inventory into your system.  From your Options menu select “Receiving New Inventory”.
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Highlight the Purchase Order you are receiving with a single left click on the purchase order you wish to select.  The system requires that you enter a Freight Cost before you can select the purchase order.  After entering the Freight Cost, (0 if none).  Right click on the item and menu option “Receive item” will appear, select the option and the below Confirm window will appear.

Confirm the quantity shown or change it to the number received, then press “Confirm”.

If 0 received and Confirm is pressed at this time the original quantity is moved to a Backorder Status.

Any quantity less than the amount other than what is order will result in the difference going to a Backorder status.

Note:  The Purchase Order will never show a received date until the order is completely received and nothing is on backorder.  

Ordering Inventory

At the time you find that your in need of ordering your inventory stock.  The Inventory system integrates with the Purchase Order system to order your new stock.  
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By double clicking on the “On Order” field, the “Ordering New Inventory” window will appear as shown below.

This is the first step in ordering your inventory stock and creating a purchase order.  For further instruction, see the chapter on “Processing Purchase Orders”.

Shipping/Receiving

Process Shipping and Receiving

To process your shipping orders, select from the Operation menu the option to “Pull Shipping Orders”.  The below Shipping window will appear with all your shipping orders listed.  
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You are given to options at this point.  By selecting your Order with a single right click of your mouse, you will have a menu appear.  The option to “Print a Picking Ticket” and the option to “Record Shipping”, these options are not available to orders already shipped.

Picking Tickets

A picking ticket is combined with a packing slip and shipping label within this system.  The picking ticket allows your inventory stock person to pull the inventory item from a printed list and check off on the item as it is gathered for packing.  
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Packing and Shipping

You’ll note by folding the “Packing Slip/Shipping Label” along the dotted line and by folding it again at the “+” in the center your Shipping To information is ready to slip into a shipping sleeve and attached to a package.

Record Shipping

By selecting the second option to “Record Shipping” the below “Select a date” window will appear over the Shipping window.  The default date is always the current date.  Your option is to select another date and time or accept the date and time that is being displayed.  To accept your decision simply click on the “Accept” button with your mouse.
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Now you should notice the date is transferred to the “Date Shipped” field and waiting for you to enter the shipper Number.
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eMail to Customer Reporting Shipping Status

At the time the item has been given a shipping date the system will automatically send an eMail to your customer reporting the shipping status of the item that has been purchased and packaged for shipping.

Below is an example of the eMail.
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