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The purpose of AE sites is to provide Account Executives with a personal website to
which they can refer clients to:

1. Register personal accounts

Find / order promotional products

Download images and manage their own image gallery
View status of orders in process

Re-order promotional products

AE sites are personalized versions of OrderStreamPro.com:
Personalized domain name (yourname.orderstreampro.com)
Photograph of the AE displayed on the home page

Personal marketing message on the home page

AE email address on the home page

Special product offerings from the catalog on the home page

R T o T L R A

Full personalized contact information on all pages and in all locations where
contact information is shown

The AE web site will be most effective if the Account Executive registers the client
BEFORE referring the client to the site. AE sites are not intended as destinations for
casual web surfers

Along with the custom site “front end”, an extensive back office is made available to
Account Executives and authorized administrators. This document provides an
overview of key functions of the OrderStream Pro back office for Account
Executives. Topics covered include:

1. Logging Into the back office

Reviewing the back office home page
Creating accounts, proposals and orders
Updating purchase orders

Checking your commissions

o bk w N

Customizing your AE website

Copyright © Vortex Business Software Corporation. All rights reserved Page 1
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Back Office Overview

The OrderStream Pro back office provides a number of screens and modules
including:

1. Home page

a. View a summary of your open orders and proposals, invoiced orders
and receivables

2. My Login Info

a. Edit your own login information
3. Account Module

a. Create and update your accounts
Add / edit multiple shipping and billing contacts for an account
Select a national account entry
Customize enabled payment methods and / or product categories
Enter a sales tax exemption number when applicable

-~ ® o0 T

View, edit or add images to an account’s image gallery
View a listing of your accounts based on your search criteria

= Q@

Send a “bulk email” to all primary contacts on a page of an account
listing
4. Order Module

a. Create and update orders / proposals / duplicate orders / back orders for
your accounts

b. Add / update in hands date, shipping and / or billing information

c. Add/ edit products, quantities, per unit fees, flat fees, imprinting, artwork
to an order

i. Taxis always calculated automatically based on the shipping
address and the state-by-state tax exposure of the custom site

d. Add / edit shipping and / or handling
i. Live UPS rate calculation is available for enabled UPS methods
e. Follow orders through to fulfilment and update order status
f. View status history or payment history for the order
g. Make a credit card payment

Copyright © Vortex Business Software Corporation. All rights reserved Page 2
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h. Add notes to the customer or for internal use only
i. View sales data including commission, gross margin, gross profit
. Print an order document or provide a URL to an order document
k. Email order documents and / or artwork to multiple recipients
[.  View a listing of your orders based on your search criteria
5. Purchase Order Module
a. PO’s are automatically generated when orders are created
Update the status of a PO and / or the associated order
View status history for the PO or the associated order

o o o

Set / update PO in hands date, follow-up date, art approved date, ship
date

®

Set / update shipping method, “ship to” contact
Add administrator and / or supplier notes
Enter shipping and / or handling costs

= Q@

Upload files

Print a PO document or provide a URL to a PO document
j.  Email PO documents including uploaded files to multiple recipients
k. Transmit PO information to a third party
I.  View a listing of PO follow-ups
m. View a listing of purchase orders based on your search criteria

6. Commission Module
a. View a listing of your commissions based on your search criteria
b. Commission statements include

i. Credits (commissions earned)

ii. Debits (payments made)

iii. Corrections (changes in order costs)
iv. Split commissions with other AE’s
c. Administrators (making payments) will view this same screen and data
7. Suppliers Module

a. View a listing of suppliers based on your search criteria

Copyright © Vortex Business Software Corporation. All rights reserved Page 3



ORDERSTREAM PRO By VORTEX BUSINESS SOFTWARE

BUSIMNESS MANAGEHR

b. View supplier details
8. My AE Site
a. Customize your personal AE website
i. Upload a photo for the home page

ii. Define personalized text for the home page
iii. Define a 3rd party “more promotional products” link
iv. Define your contact information
v. Define your AE site web address
vi. Upload a logo for order and PO documents

Copyright © Vortex Business Software Corporation. All rights reserved Page 4
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Login
1. Go to http://www.orderstreampro.com/admin.clw

2. Enter your Login ID and password

a. If you forget your password, enter your Login ID and click on the “forgot
your password?” link

i. Click “Submit” and a new password will be emailed to you
3. A successful login will bring you to the back office home page

{= OrderStream Pro Back Office - Windows Internet Explorer,
5‘;: - |g, htbp: e, or der streampro. comf admin, cl

© File Edit Wew Favarites Tools Help

ﬂ? ake [ @ OrderStream Pro Back Office ] ‘

ORDERSTREAM PRO

Back Office Login

The Back Office is reserved for authorized
adminstrators only.

Password:[ ]

forgot vour passward?

Figure 1: OrderStream Pro back office login

Copyright © Vortex Business Software Corporation. All rights reserved Page 5
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Back Office H

ome Page

AE back office home page:
1. Main menu options shown on the left of the screen

a. Update your Login Info

b. View
i.
i.
il.

iv.

View / Create Accounts and Orders
View Purchase Orders

View Commissions

View Suppliers

c. Configure

Customize your AE Site

2. Shortcut links shown at the top of the screen

a. Create an account

b. Create an order / proposal

c. List active orders
d. List PO follow-ups
3. Retrieve an existing record: search by account, order or PO number

4. AE summaries: a snapshot view of total open proposals and orders, and total
invoiced orders

a. My Open Proposals & Orders

b. My Invoiced Orders

c. My Receivables

Copyright © Vortex Business Software Corporation. All rights reserved Page 6
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ORDERSTREAM PRO

ﬁ Home
ﬁﬂ Log Out
R My Login Infe SHORTCUTS
e ||
Accounts €37 Create an account
@ Orders D“‘} Create an order / proposal
B3 Purchase Orders {8 List active orders
Commigsions % List PO follow-ups
g Suppliers
W‘_ RETRIEVE AN EXISTING RECORD
1 Wy AE Site . E
order no.

P0 no: I

[ My OPEN PROPOSALS & ORDERS

No. Sales| Commission
Proposals: e 52160.00 333068
Orders: 4 3682907 .40 52258294

EE MY INVOICED ORDERS
MTD QTD YTD LYTD
Eales: £2645.50 S2707.01 52707T.1 20.00
Commission: 574027 $1379.52| 51379.52 20.00
GP:| 5169720 S2795.04( S2795.04 50.00

[ My RECEIVABLES

Current 30-59 60-89 90+
| Receivables:| 51333.42 20.00 51730.88 5271.86

Figure 2: Back office home page for AE’s
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Update Login Info

AE back office Update Login Info:
Accessed by the My Login Info main menu option

2. Setup alLogin ID and password that is easy for you to remember
3. Change your Login ID and password from time to time for security reasons
4. Only you know your password!

ORDERSTREAM PRO

Home .
o Update Login Info
ﬁ-);l Log Qut
R My Login Info Use this page to change your Login ID and/or vour password. If you forget yvour password later on, a new
password can be sent to your email address.
View h
Accounts Your Login ID: wvortexAE
@ Orders Your email address: youremail@yourcompany.com

@ Purchase Orders i
Enter new Login ID: |'.r|:|rtexAE | (optional)

Z Commizsions

Enter new email address: |1,r|:ruremail@ynurcnmpany.cuml {optional)

g Suppliers
—Bh_ Enter new password: |-------- | {optional)
Q My AE Site Re-enter password: |----uu |

Save Changes ' Reset

Figure 3: Back office Update Login Info

Copyright © Vortex Business Software Corporation. All rights reserved Page 8
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Accounts

Set criteria to create a list
1. Click the Accounts main menu option
2. Set the filters to narrow your list to the desired set of accounts
a. Custom site where the account was registered
b. Account number / first name / last name / company name
c. Date or date range for when the account was created
d. With or without orders on file
3. Set sorting / viewing options as desired
4. Click Create List
Account listing

1. Atable listing of accounts will be shown based on the filter settings with the
total number of matches indicated at the top of the list

2. Only your accounts will be shown

3. Four action icons are shown in the Actions column for each account in the
list. Move your mouse over these icons to read a “tool tip” on their purpose

a. Define contact info: click this icon to go to the account’s Account
Details page, which includes

i. The ability to create multiple ship to and bill to contacts
ii. The national account setting for the account
iii. Customizable enabled payment methods
iv. Customizable product categories
v. Sales tax exemption / resale certificate number (if applicable)

b. Define image gallery: view, edit, or add images to this account’s image
gallery

c. Create order / proposal: click this icon to go to the order creation
wizard, with the account entries pre-filled

d. View orders / proposals icon is shown if this account has any existing
orders / proposals. A listing of the accounts orders are shown on View
Orders and Proposals

Copyright © Vortex Business Software Corporation. All rights reserved Page 9
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ORDERSTREAM PRO

fal tome View Accounts

@5] Log Out

R My Login Info Use this page to list all or some of the customer accounts to which you have access. To create a new account,

—h_ click:

Accounts ‘ﬁa Create an Account |

@ Orders
Show account no.: |:|

@ Purchase Orders
Or list all accounts that...

Suppli
g LR are registered at: | (any site) w |
Configure h
| (all accounts} b |
o1 My AE Ste

& whoze: (none selected) W cuntains::I

& registered between:

[1mnt ||| DD (s|| Y 1o Mar |31 ¥][08 v

& whose account type is: | (any account type) b |
& that have: | {either =ome or no erders on file) b |
& sort the list by: | Company Name o |
& show: 20 s |items per page

Create List

Figure 4: View Accounts: set criteria for creating a list

Copyright © Vortex Business Software Corporation. All rights reserved Page 10
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ORDERSTREAM PRO

@ Home

ﬁ)-;' Log Out

% My Loegin info Use this page to list all or some of the customer accounts to which you have access. To create a new account,
\iew i click:

Accounts |¢a Create an Account |

@ Orders
BD Purchase Orders Create Hew List

= Commizsions

View Accounts

.E Suppliers 3 matches found
il h— @ send an email to all primary contacts on this page
€1 My AE Site

2 noTe: it vour account list spans multiple pages, a separate email must be sent for each page. Microsoft Internet Explorer will not
generate emailz having more than 100 recipients.

@ vou may control the number of accounts gshown per page using the "& ghow # items per page” drop list above.

Legend:
define contact info g define Image Gallery @ view orders / proposals D“‘} create order / propozal

Update List

Acct. no|Account Holder Created | Site Account Executive Actions
AS2636 (DO NOT PROCESS TEST, TEST 31-Jan-07 Vortex |Juhn AF TEST ACCOUNT v| BrF
A3T495 |Sample, Sam Test Company 24-May-06|\Vortex |JD|-||-| AE TEST ACCOUNT v| g D“-}‘ @
AB0265 TEST DO NOT PROCESS, vortex 23-Mar-07 | Vortex |Juhn AE TEST ACCOUNT v| ,@ Dﬂ @

Update List

Figure 5: View Accounts account listing example

A send an email to all primary contacts on this page feature is available on View
Accounts once a listing has been created

1. If your account list spans multiple pages, a separate email must be sent for
each page

2. You may control the number of accounts shown per page using the "& show
# items per page" drop list
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View account details

1. Click an Action icon in the created list to view an account’'s Account Details
or Image Gallery and navigation buttons will be shown at the top of the
page to allow you to navigate from one account in the listing to another
without having to return to the View Accounts page

2. Alternatively, enter the full account number in the Show account no. field and
click GO to go to the Account Details page for that account. A similar field is
available on the back office home page for your convenience

3. A small Account Action submenu is available in the Account module with
menu options that are similar to the View Account table Action icons to
provide easy navigation between account pages (Account Details, Image
Gallery), or access to a listing of the account’s orders or creation of an order

Create a new account
1. Click the Create an Account button on the View Accounts page

2. The Add an Account page is shown; it is the same layout as the Account
Details page for an existing account

a. Create a Login ID and password for your customer

i. Customers can use this login information to access your custom
site to view their current and past online orders and to place re-
orders

=3

Indicate the specific custom site that the account should be associated
with

c. Account Executive: Your name will be the Account Executive shown
in the drop list

d. Internal Contacts: Define any other contacts to whom order
confirmations should be emailed

i. When orders are placed on the front end through this account,
confirmation emails are sent automatically to this account's primary
contact, the assigned AE and that AE's Production Coordinator(s)

e. Customize enabled payment methods

i. Customize which payment methods this account holder may use
when purchasing from this account's assigned custom site

ii. Only the payment methods currently enabled for this account's
assigned custom site are available for selection

f. Customize accessible product categories

Copyright © Vortex Business Software Corporation. All rights reserved Page 12
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I. Customize which primary product categories this account holder
may access when visiting this account's assigned custom site

ii. Only the primary product categories currently defined for this
account's assigned custom site are available for selection

lii. Product categories may be customized only on custom sites that
require visitors to log in before viewing the catalog

Copyright © Vortex Business Software Corporation. All rights reserved Page 13
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ORDERSTREAM PRO

Home
a Add an Account
f Log Out
R\ Wy Login info Login ID and password

View h
T In order for your customers to view their orders and account online, you will need

to create a unigue Login ID and password for them to use. We recommend using
@ Orders the customer's email address, first & last name or first initial & last name.
@ Purchase Orders
vl * required field
Commissions :
Customer's login ID: ’l |

g Suppliers | |
- Customer's password: “lasssssns case sensitive
Configure h & ( )

Q My AE Ste Confirm password: ’-"l--“.“- |(case sensitive)
¥ Contact me occasionally about special offers, promotions and features.
E top remember to click "Save Changes" below &
Account ID
* required field
Custom Site: *| Vortex v

(&l Custom Site User and Custom Site Prospect accounts must be azzociated with an
existing Custom Site. )

Account Executive and Internal Contacts

Account Executive (as | |
typed by the customer):

Account Executive: *| John AE TEST ACCOUNT v
Define any other internal  Contact's Name:
I —

i | « Delete
zlu_lll'l:”rzjelltlans should be Email Addreas:

[2) When orders are placed through this account, confirmation emails are sent automatically to
thiz account's primary contact, the assigned AE and that AE's Production Coordinator(z).
Etop remember to click “Save Changes” below ]

Customize this account

National Account: * use default (™ define an override for this account

Customize enabled
payment methods:

<l

credit card (payments processed by Verisign®)

<

open account (payments settled by invoice)

<l

gift certificates

9

point redemption program

discount coupons (must be selected in combination with either cc or open
account)

<l

[Z] Uze these checkboxes to customize which payment methods this account holder may use
wehen purchasing from this account's assigned Custom Site.

@ Only the payment methods currently enabled for thiz account's as=igned Custom Site are
available for selection.

Customize accessible
product categories:

[2) Use this list box to customize which primary product categories this account holder may
access when vistting this account's assigned Custom Site.

[2) To select multiple categories, use Ctri-click.

Only the primary product categories currently defined for thiz account’s assigned Custom
Site are available for selection.

Product categories may be customized only on Custom Sites that require visitors to log in
before viewing the catalog.
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g. Primary contact information

i. Ensure that the required * fields are filled in at the very least
ii. Provide the sales tax exemption number if applicable

h. Shipping contact information (optional)
i. Define one or more shipping contacts as needed

ii. All accounts start with one shipping contact. That contact is
assumed to be the same as the primary contact by default. Set
the Is this contact the same as the primary contact? option to

“no” to change the initial shipping contact information from the
default

lii. To create multiple shipping contacts, click the "add new shipping
contact" button

iv. Ensure that the required * fields are filled in at the very least for
each contact

i. Billing contact information (optional)
i. Define one or more billing contacts as needed

ii. All accounts start with one billing contact. That contact is assumed
to be the same as the primary contact by default. Set the Is this
contact the same as the primary contact? option to “no” to
change the initial billing contact information from the default

iii. To create multiple billing contacts, click the "add new billing
contact"” button

iv. Ensure that the required * fields are filled in at the very least for
each contact

3. Be sure to notify your customer of the login information, along with the URL
for the associated custom site, as account creation confirmation emails are
not generated when an account is created in the back office

Note: accounts may be created by your clients on your custom site’s front end

Copyright © Vortex Business Software Corporation. All rights reserved Page 15
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Primary contact information

* required field
Contact first name: *l |
Contact last name: 1=| |
Company name: | |
Diept/Div/Cost Center: | |
Industry Category: |-3elect industry category- V|
Country: =’|UMT|'EI3 STATES* v|
Address 1: d=| |
Address 2: | |
City: “| |
State / Province: *lAIabama v|

1

ZIP / Postal code:

Required for countries with an =

lext.[ |
|

Direct dial phone: *l
|

Home phone: | |
|
|

Cell phone:

Fax:

Email: A

Do you have a sales tax " yes % no
exemption / resale
certificate number?

@top remember to click "Save Changes® below

Shipping contact information

This contact is: Shipping Contact 1 |»

Is this contact the same @ yes " no
as the primary contact?

[Z) Allaccounts start with one zhipping contact. That contact is assumed to be the same as
the primary contact by default.

@] If thiz or any other =hipping contact for thizs account iz different than the primary contact,
=elect the "no” radio button above and enter the appropriate information.

@) To create multiple shipping contacts, click the "add new shipping contact” button below.

add new shipping contact

Elton remember to click "Save Changss™ below B

Billing contact information (optional)

This contact is: Biling Contact 1 |»

Is this contact the same & yes " no
as the primary contact?

[Z) Allaccounts start with one biling contact. That contact i=s azsumed to be the same as the
primary centact by default.

@] if thiz or any other biling contact for this account iz different than the primary contact,
=elect the "no” radio button above and enter the appropriate information.

[7] To create multiple biling contactz, click the "add new biling contact” button below.

add new billing contact

Save Changes Clear Cancel
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Orders

Set criteria to create a list
1. Click the Orders main menu option
2. Set the filters to narrow your list to the desired set of orders
a. Custom site where the order was created

b. Include front end orders and / or back office orders and / or
proposals

c. Specify type of custom site
i. Drop ship sites
ii. Distributor owned inventory sites
iii. Customer owned inventory sites
d. Specify type of merchandise contained in the order
i. Fulfilled by drop ship
ii. Fulfilled from inventory
iii. For replenishing inventory

e. Select from a drop list of criteria: Order number, account number,
primary contact first name, last name or company name, or customer PO
number and enter search text

-

Specify a date range that the order was created within
Specify a vendor that was included in the order

= Q@

Specify an imprinter that was included in the order

Specify an order status or a range of status types
i. Selecting a single status will show more entry fields
I. Specify a date range that the order attained the selected status
within

ii. Indicate whether the order should still have this status now
j. Specify order terms

3. Set sorting / viewing options as desired

4. Click Create List

Copyright © Vortex Business Software Corporation. All rights reserved Page 17
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ORDERSTREAM PRO

ﬁ- Home
ﬁ)-;l Log Out
R WMy Login Info

e 1

Use this page to list existing orders, back orders and/or proposals according to the criteria
new order or proposal, click:

View Orders and Proposals

Accounts

||jﬂJ Create an Order / Propozal |

@ Orders

%ﬁ Purchase Orders

Show Help Notes

@} Commizsions

that are assigned to:

& that contain:

& whose:

& were created between:
& are supplied by

& are imprinted by:

& reached this status
between:

& have thiz status now:
& whose terms are:
& sort the lizt by:

& show:

& have reached the status:

| (any =it} W

ol Suppliers Show order no.: o)
Configure | | Or show data for accounts that...
71 My AE Site are registered at;

Show all...

¥ orders created at front end Web stores
[¥ orders created in the Back Office

[~ propozalz

¥ “drop ship” sites

v “distributor-owned inventory” sites

V¥ “customer-owned inventory” sites

¥ merchandise fulfiled by drop-ship

¥ merchandise fulfiled from inventory

¥ merchandize for replenishing inventory

[ |00 %] | vy | to[Apr (|4 ][0 (v

| (none selected)

| (any vendor) g |
| (any imprinter} W |
| invoiced b |

[Miu (8| (DD (v | Yy (v o[ apr |4 (¥]|08 ¥

v
| (any terms) bt |
| date created b |

20 % | records per page
Create List

Figure 8: View Orders and Proposals set criteria for creating a list

Copyright © Vortex Business Software Corporation. All rights reserved
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Order listing

1. Atable listing of orders will be shown based on the filter settings with the
total number of matches indicated at the top of the list

2. Only your orders will be shown

3. Adrop list is shown for each order indicating the order’s current status. This
status may be changed within this listing. To update the status of orders that
you've edited directly in the list, click the Update List button

a. View the order’s status history by clicking on its view status history icon
next to the status drop list

4. Several action icons are shown in the Actions column for each order in the
list. Move your mouse over these icons to read a “tool tip” on their purpose

a. View this order’s details: click this icon to go to the order’s Order
Overview

i. From the Order Overview page: Access and edit order sections.
Click your mouse over an order section on Order Overview to
access that section or use the Editable Order Details submenu

b. Send an email: click this icon to send an email that may include an
order printout and / or imprint graphics. Multiple recipients are possible

c. Print a document: click this icon to select and view an order document
i. Order (Customer Acknowledgement)

ii. Order (Office Copy): includes data not visible to the customer
such as net costs, gross profit & commissions (for internal use only)

d. List purchase orders: click this icon to view a listing of purchase orders
associated with this order

e. Duplicate this order: click on this icon to quickly create a new order that
is a duplicate of the original order

f. Create a back order: create a back order of this order — this icon is only
shown when applicable

View order details

1. Click an Action icon in the created list to view the Order Overview for the
selected order and navigation buttons will be shown at the top of the page
to allow you to navigate from one order in the listing to another without
having to return to the View Orders and Proposals page
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2. Alternatively, enter the order number in the Show order no. field and click
GO to go to the Order Overview for that order. A similar field is available
on the back office home page for your convenience

3. A small Order Action submenu is available in several modules that
provides access to the Order Overview and editable order detail sections
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ORDERSTREAM PRO

Home .
al View Orders and Proposals
ﬁy Log Out
& My Login Info Use this page to list existing orders, back orders and/or proposals according to the criteria you specify. To create a
—h_”i new order or proposal, click:
Accounts |D"‘:“ Create an Order / Proposal |
@ Orders

@ Purchase Orders Show Help Notes

lg Suppliers Create New List
—reh_ 8 matches found

€71 My AE Site

Legend
@ view order details =end an email @ print a document %j duplicate thiz order
% create back order % list purchase orders (ﬁ view status history

Description | aty [ subtotal | Status Actions
order #195409 For: acct. A36965, DO NOT PROCESS: TEST Created: 20-Mar-08 | By ) o [0y B
AE: John AE TEST ACCOUNT In Hands: 14-Apr-08

embroidery: "Sunzet.jpg” on As Dezcribed

Sample 3 ‘ 3 5100.00{[ new order v| a3

TOTAL (after imprinting, packaging, & & h, taxes}): §237.94
order #195408 For: acct. A36966, DO NOT PROCESS: TEST Created: 20-Mar-08 |2, @ I@j %
AFE: John AE TEST ACCOUNT In Hande: 26-Apr-08

Sample 3 ‘ 2 100.00[ shipped v 3

imprinting: "ArtToFollow.gif” on Back

TOTAL (after imprinting, packaging, = & h, taxes): 525433
order #195361 For: acct. A36965, DO NOT PROCESS: TEST Created: 19-Mar-08 | By 5 i [ty B
AE; John AE TEST ACCOUNT In Hands: 29-Apr-08
Test Product Men's Champion Long Mesh Shorts | 25 3474.75|| in process A iﬁ
TOTAL (after imprinting, packaging, & & h, taxes): §700.16
order #195360  For: acct. A36965, DO NOT PROCESS: TEST Created: 19-Mar-08 | By ) o By B
AE: John AE TEST ACCOUNT In Hands: unspecified

Nike SAMPLE PRODUCT Classic Cap ‘ 1185 363990.00)| ready to invoice b (ﬁ

zilk-zcreening: "masterpiece.jpg” on Back of Cap

TOTAL (after imprinting, packaging, & & h, taxes}): $67493.90

order#194781  For: acct. A36965, DO NOT PROCESS: TEST Created: 03-Mar-08 | By i) o [y
AE: John AE TEST ACCOUNT In Hands: 05-Mar-08
Nike SAMPLE PRODUCT Classic Cap | 23 $1242.00( 1002 @
TOTAL (after imprinting, packaging, = & h, taxes}: $1429.69
order #492004  For: acct. A36965, DO NOT PROCESS: TEST Created: 12-Feb-08 | By o) 3 [0y
AE: John AE TEST ACCOUNT In Hands: unspecified
compact modem 3sp 20 £390.00 (ﬁ

embroidery: "(art to follow )™ on Front Center and
on Front Bottorn

TOTAL (after imprinting, packaging, & & h, taxes}): §584.11
order #190764 For: acct. A36965, DO NOT PROCESS: TEST Created: 01-Feb-08 | By ) i [0y B
AE: John AE TEST ACCOUNT In Hands: 01-Mar-08
Nike SAMPLE PRODUCT Classic Cap 1175 $1433.85 : (ﬁ
silk-screening: "masterpiece.jpg” on Back of Cap
TOTAL (after imprinting, packaging, 2 & h, taxes}): §71.51
order #190734 For: acct. A36965, DO NOT PROCESS: TEST Created: 01-Feb-08 |, @ I;"r}j %
AE: John AE TEST ACCOUNT In Hands: 2%-Feb-08
Nike SAMPLE PRODUCT Classic Cap ‘ 1175 $1433.85 = iﬁ

silk-=creening: "masterpiece. jpg” on Back of Cap

TOTAL (after imprinting, packaging, £ & h, taxes}): $80.61
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Create a new order or proposal
1. There are many different ways to initiate the creation of an order

a. Click the Create an Order / Proposal link on the back office home
page OR

b. Click the Create an Order / Proposal button on View Orders and
Proposals OR

c. Click the Create order / proposal icon in a listing of accounts and the
account entries will be pre-filled for you OR

d. Click the Create order / proposal menu option in the Account Actions
submenu (available in the account, order and PO modules) and the
account entries will be pre-filled for you OR

e. Click the Duplicate this order icon on the View Orders and Proposals
page to create a new order that is a duplicate of the original order OR

f. Click the Create a back order icon on the View Orders and Proposals
page to create a new order that is a back order of the original order

2. With the exception of duplicate orders and back orders, order creation
requires you to go through the order creation wizard, which consists of a
series of steps (order sections) that need to be completed before the order is
created

a. A red asterisk (*) indicates required fields

b. TBD (to be determined) is an accepted entry in fields where a price or
cost is expected

c. Navigation through the order creation wizard is done through a Save
and Next >> button and a << Back button shown on each section

d. ii If you need to revisit the previous page, only use the <<Back button
shown on the screen for navigation; do not use the browser back button

e. Save and Next >> must be clicked before your current entries are
saved. If you click <<Back to return to the previous screen, your current
entries will be lost unless you have already clicked Save and Next>> on
the current screen

i. Example: you have finished your entries on the Merchandise
Details but you need to make a change on the Shipping and
Billing Details. Click Save and Next >> to go to the Notes first to
save your changes, and then click the <<Back button to go back to
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the Merchandise Details and again to go back to the Shipping
and Billing Details

f. Save and Next >> will not permanently save your entries; your order will
be lost if you close out of the order creation wizard before clicking
Finish on the last section
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Create a new order or proposal: General Details

1. Select whether you are creating an order or a proposal (required). A red
asterisk (*) indicates other required fields

Account Executive: your name will appear here

Production Coordinator: your PC’s name will appear here by default unless
multiple PC’s are assigned to your account

Custom Site: your custom site can be selected or will be shown here
Account: select your client’s account number / name

Client’s PO no (optional): enter your client’'s PO number

In hands date: enter an in hands date. Indicate if it is a firm date
Order status: “new order” is the default order status

© ©® N o 0 A

Terms: select the appropriate terms from the list
10.Click Save and Next >> to go to the Shipping and Billing Details page

a. If you need to revisit the previous page, only use the <<Back button
shown on the screen for navigation; do not use the browser back button

b. Save and Next >> will not permanently save your entries; your order will
be lost if you close the order creation wizard before clicking Finish

ORDERSTREAM PRO

f; i Create Order / Proposal 196343
Log Dut

& Ny Login Info

" view ||
Accounts

@ Orders

3 Purchase Orders

General Details

Acct. AG0366: vortex1 TEST DO NOT PROCESS
vortex.orderstreampro.com

Q) Order @ Proposal no. 196343

= Commizsions

Account Executive: *| John AE TEST ACCOUNT w
g Suppliers

Production Coordinator: *| vortexPC TEST ~

Configure h

Custom Site: *| Wortex w
€71 Ny AE Site

Account: ®| Acct. #480366: vortex1 TEST DO NOT PROCESS b

Created on: 04-Apr-08

In hands date: *|May w20 v |08 »|[" firm

Order status: *| new orde @3

Terms: *| Credit Card »

Save and Next »

Copyright © Vortex Business Software Corporation. All rights reserved

Figure 10: Create Order/Proposal: General Details
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Create a new order or proposal: Shipping and Billing Details

1. Shipping and billing contact details will default to the entries as set up or
updated in Account Details

2. For both the shipping and billing contact: leave at default selection or select
a contact already in the list or select “create new contact”

3. Shipping method: select the appropriate shipping method from the drop list

4. Shipping account no: enter shipping account number if provided by the
client

5. Sales tax exemption no: if the account was set up as tax exempt, the sales
tax exemption number will be shown here (read only)

6. Click Save and Next >> when done to go to the Merchandise Details section
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ORDERSTREAM PRO

fal Home « Back to List  Pravious Order Next Order »
ﬁ.‘;‘ Log Out
R Wylesnino | Edit order 196341
Modules
J— Shipping & Billing Details
Ord
i Orders Acct. AB0366: vortex1 TEST DO NOT PROCESS
@ Purchase Orders test3.orderstreampro.com
Accounting
c s ||§ Return to order Overview |
L[] catalog
Shipping Details
<& Inventory
_____ * required field
=] Reports '
B Repo Shipping contact: * vortex1 TEST DO NOT PROCESS (current)
Suppli '
o] Supplers Shipping method: * UPS Ground -
% Back Office Users Company name: | |
& systemDefauls | | peptiviCost Center: [ |
Q AE Sites Contact first name: * |vurtex1 |
A7 Custom Stes Contact last name: *[TEST DO NOT PROCESS |
¥ Featured Products Country: * UNITED STATES® -
Shipping address 1: *[1234 Main Street |
Shipping address 2: | |
City: [T |
State / Province: * Florida -
ZIP { Postal code: *[32314 |

o —

Email * |brendah @vortexsoft.com |
Billing Details
* required field

Biling contact: * vortex1 TEST DO NOT PROCESS {current) -

Sales tax exemption no. / |e
resale certificate no.:

Company name: |

|
DeptDiviCost Center: [ |
Contact first name: * |vurtex1 |
Contact last name: *[TEST DO NOT PROCESS |
Country: * UNITED STATES* -
Billng address 1: *#[1234 Main Street |
Biling address 2: [ |
City: *[Tallahassee |
State / Province: * Florida R
ZIP / Postal code: #[32314 |

- I

Email * |brendah @vortexsoft.com |

Figure 11: Create Order/Proposal: Shipping and Billing Details
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Create a new order or proposal: Merchandise Details

1. If working with an online store, indicate whether the item is from “drop-ship
(custom site catalog)” “fulfill from inventory”, or “Replenish inventory”;
otherwise use “drop-ship (supplier catalog)”

a. Some of these options may be unavailable depending on the store type

b. Other than “drop-ship (supplier catalog)”, selecting a product is done
through clicking the “Find a product” icon which shows a product
selection popup. Selecting a product through the product popup will
automatically pre-fill several other entry fields

2. Supplier: click the “Find a supplier” icon to show a supplier selection popup.
Selecting a supplier for an item that is not “drop-ship (supplier catalog)” will
help narrow the products available in the product selection popup

3. Product: basic product description. Enter the product description otherwise
click the “Find a product” icon to show a product popup

4. Catalog No. is shown to the customer. Filled automatically if a product is
selected from the “Find a product” popup

5. SKU No. is shown to the supplier. Filled automatically if a product is selected
from the “Find a product” popup

6. Type: Filled automatically if a product is selected from the “Find a product”
popup otherwise a selection must be made

7. Tax: checked by default. For a taxable order, check this checkbox if no tax is
to be applied specifically to this item

8. Color; Size: Select a colour & size from the drop lists or enter text if this is a
“drop-ship (supplier catalog)” item

9. Orig’l Qty, Actual Qty: enter an amount in the Orig’l Qty entry field and the
same amount will automatically fill the Actual Qty field. Both of these fields
are editable. The amount in the Actual Qty field might need adjusting if the
product quantity delivered was not the same as the product quantity ordered

10.Unit Price, Unit / Line Item Cost: price and cost per unit of this color/size
selection are automatically shown — or enter figures if this is a “drop-ship
(supplier catalog)” item

a. Unit Price: price to the client for the product
b. Unit Cost: net cost for the product

11.Show: Use the checkboxes in the "show" column to control whether a given
line item is displayed on the customer's copy. All line items with a non-zero
price are shown
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12.Add a blank line, Duplicate this line, Delete this line: the Actions column
shows these icons which allow you to add additional colors/sizes “from
scratch” or by duplicating current line entries or you may delete the current
color/size line entries for this item. An order section must include at least one
color/size line

13.Add a miscellaneous per unit charge: for any additional per unit charges
a. Assign this cost to a supplier: Adjust supplier / imprinter assignment

14.Imprinting: a field with an “upload an image file” icon is shown as well as a
“select image” drop list if imprinting is available for the selected product. You
may upload a new image file, use an existing one or leave these fields as is if
no imprinting is needed. (art to follow) is available as a selection if art is not
currently available

a. Type: This drop list is shown once an image has been uploaded /
selected. Select the type of imprinting to be used

b. Location: This drop list or text box is shown once an imprinting type has
been selected. Select or enter the location of the imprint

c. Imprinter: Click the Find an Imprinter icon to show the Find an
imprinter popup. Select an imprinter for this imprint

i. Use “imprint by vendor” if the imprinter is the same as the supplier

ii. Although this field is required, it will be left blank should a
customer create an order on the front end with imprinting. Be sure
to fill in an imprinter yourself on such orders

d. Notes: optional field available to enter imprint-specific notes

e. Run charge / unit, set up fee: these fields will be shown once an
imprinting type has been selected. Default (editable) entries may be
shown

f. Remove this imprint, Add another imprint: links to allow the addition /
removal of imprinting to an item

15.Add a blank section, Duplicate this section, Delete this section: these
icons are shown at the top of each order section on this page. These icons
allow you to add new sections for additional products or delete the current
section (product & related entries) from this order. An order must contain at
least one section

16.Add a miscellaneous flat charge: for any additional flat one time charges
a. Enter or select a description, line item price and line item cost
b. Assign this cost to a supplier: Adjust supplier / imprinter assignment
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17.Shipping and Handling prices: enter your estimates or leave blank until
ready to invoice. Costs are entered in the order’s purchase orders

a. Click Save and Next >> when done to go to the Notes section (make
sure to do this first even if you need to go back to a previous page to
make changes otherwise your Merchandise Details entries will be lost).
Subtotals, totals, tax and default shipping and handling will be calculated
for you when the page is saved (when applicable). Tax is always
calculated automatically based on the shipping address and the state-by-
state tax exposure of the custom site when Merchandise Details is
saved
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H
o Create Order 196371
ﬁs' Log Out
f4 My Login Info Merchandise Details
View h
Accounts Acct, AIT495: 5am Sample (Test Company)

vortex.orderstreampro.com

@ Orders

B Purchase Orders Legend
Commizzions % define unitz of measure =T% add a blank section 3% duplicate thiz section
& supplers ¥, search database T2 add ablank ine Yk duplicate this line
e ¢ delete this section / line @ calculate this fee ﬁ?view payment history
! asszign this cost to a supplier
#71 My AE Site &1 % assio P

Show Help Notes

'@ drop-ship (supplier catalog) @ drop-ship ‘@ fulfill from inventory ## replenish inventory

Product{Test Product Men's Champion Long Mesh Shorts | Catalog No.:
Supplier:‘| Alpha Shirt Company |Bl SKU No.: l:l

Type:'| Sporting Goods / Leisure Products / Travel Accessories w |

orig'l |Actual unit. Line Item | Unit / Line
Imprint Details Color; size Oty aty Price Price Item Cost | Show Actions

Imprint: & |[Black [2s ||[ 18e9|| 47475
or:| -select image- - s

[Additional fes I o7g| 1200 ¥ @
or Add a miscellansous per unit charge?
Subtotal: 493.75 311.25 v tax

¥ drop-ship (supplier catalog) @ drop-ship (IMPRINT catalog) 'k fulfill from inventory @ replenish inventory

product - TCes By camogne:[ |
5L=pp|ier:‘| emphiz Wareha |Bl SKU Mo.: I:Igl
Type:® -
orig’l |Actual unit. Line Item | Unit £ Line
Imprint Details ‘Color; size aty | aty Price Price Item Cost | Show Actions
mprint: & |[o01-Brackierw|o o | [ seo00] 0.00 Mo T
or:| (art to follow) w| |5 B
Type: embroidery run charge / unit: 0.00 2 @
Location: Back of Cap b embroidery set-up fee: 135.00 o2 @
: & [~ddtional fee to vendor II[ 02 V| g
Notes:|Imprint color(z): | | | |= = % 2
Additional fee to imprinter .55 v
&2 Remove this imprint 2
g5 Add another imprint or Add a miscellaneous per unit charge?
Subtotal; 135.00 T76.00 W tax

Miscellaneous flat adjustments

Line Item | Line Item
Price Cost. Show Actions

| Email / Digital Proof ~ |[Email Digital Proot || [ 12300 | 4l 7 | W2
|

on Add a miscellaneous flat charge (e.q. paper proof, digital proof, etc.}? |

Line Item | Line Item
Price Cost

Actions

n

g
S|l alal<al<ld

Total run charge: .00 0.00

Total set-up fee: 135.00 76.00

e [ Py
Handing:| [ | TBD
Tax: 0.00 B

TOTAL PAYABLE: 75175 453.69

TOTAL DUE: 751.75

Save and Next »




By VORTEX BUSINESS SOFTWARE

ORDERSTREAM PRO

BUSIMNESS MANAGEHR

Create a new order or proposal: Notes

1. Customer Notes: use the Editor to enter any notes intended for the
customer

a. To add a clickable link, select the text you want to add a link to and click
the ®button. Enter the full web address. Web links should have the
form http://www.webaddress.com; email links should have the form
mailto:youraddress@yourdomain.com; however your email address
will automatically be set up by simply entering an email address into the
customer notes

2. Internal Notes: enter notes that are intended for the PC, order or invoice —
these notes will not be shown to the customer

3. Click Finish when done to complete and save your order / proposal in the
system

4. URL: include in your correspondence if you would like the receiver to access
the details of the order online

Home
= Create Order 196371
ﬁy Log Out
R My Login Info Notes

View
Accounts Acct. A3T485: S5am Sample (Test Company)
@ o vortex.orderstreampro.com

rders

g Commissions

g Suppliers
Configure

1 iy AE Site

Ul o

Customer Notes (notes vizible only to the customer):

-zelect a standard Customer note to inseri-

0l mMBX|0 o [sme
‘Alv|B 7T

[

Prices are valid through to Friday!

ﬁ soEditor Lite 2.5

an

Internal Notes (notes visible only to administrators):

Prices are as per John Smith at My Cumpany{

Show the details of thiz Order online by copying the following URL:

hitp: e w orderstreampro. comiadmin. chw ?
orderDocument=893c8329e3b84cfiBd45696bb2aB8453

- Finish
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Figure 13: Create Order/Proposal: Notes
Editing an existing order or proposal

1. Order Overview: click on a section to edit information or use the Editable
Order Details section of the Actions submenu:

a. General Details

b. Shipping and Billing Details
c. Merchandise Details

d. Notes

e. Sales Data

2. Sections may be disabled (unavailable or read only) if the order has a certain
status or if the order is currently being edited by another user

3. Once you have completed editing an order section, be sure to save your
changes. Click Save Changes to save the changes and remain on the same
page, or click Save and Finish to save the changes and return to Order
Overview

Purchase Orders
Purchase orders are automatically generated when orders (not proposals) are
created
Set criteria to create a list
1. Click the Purchase Orders main menu option
2. Set the filters to narrow your list to the desired set of purchase orders
a. Custom site where the associated order was created
b. Specify type of purchase order
i. Any PO type
ii. Vendor PO’s
lii. Imprinter PO’s
iv. Warehouse PO’s
v. Re-stock PO’s
c. Specify a date range that the purchase orders were created within
d. Specify a purchase order status or a range of status types
i. Selecting a single status will show more entry fields
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I. Specify a date range that the purchase order attained the
selected status within

ii. Indicate whether the purchase order should still have this status
now

3. Set sorting / viewing options as desired
4. Click Create List

ORDERSTREAM PRO

fa tiome View Purchase Orders

@5' Log Out

R My Login Info Uze this page to list purchase orders according to the criteria you specify.
" view |

Accounts Show PO no.: I:I

[ orders Or show data for accounts that...

@ Purchaze Orders are registered at: | (any site) W |

=B Commizsions | (all accounts) v |

tal Suppliers Show all POs...

m whose type is: |(an1_.f PO type) Vl

T 1y AE Site & were created between: | MMM v DD (% || V¥ w10/ Apr (6 w|[08 v
& have reached the status: | goods ordered vl
ieﬁ;;::'“hm’m”s [ w32 DD (3| | vy [#[to] apr ||6 [%[[08 ¥
& have this status now: v
& sort the list by: | PO number v |
& =how: POs per page

Create List

Figure 14: View Purchase Orders: set criteria for creating a list
Purchase order listing

1. Atable listing of PO’s will be shown based on the filter settings with the total
number of matches indicated at the top of the list

Only PO'’s for your orders will be shown

3. Adrop list is shown for each order indicating the order’s current status. This
status may be changed within this listing. To update the status of orders that
you've edited directly in the list, click the Update List button

Copyright © Vortex Business Software Corporation. All rights reserved Page 33



ORDERSTREAM PRO s e

BUSIMNESS MANAGEHR

a. View the associated order’s status history by clicking on its view status
history icon next to the status drop list

4. Adrop list is also shown for each purchase order indicating the PO’s current
status. This status may be changed within this listing. To update the status of
PO’s that you've edited directly in the list, click the Update List button

a. View the PO’s status history by clicking on its view status history icon
next to the status drop list

5. Several action icons are shown in the Actions column for each PO in the
list. Move your mouse over these icons to read a “tool tip” on their purpose

a. View this PO’s details: click this icon to go to the Edit Purchase Order
page

b. Send an email: click this icon to send an email that may include a
purchase order printout. Multiple recipients are possible

c. Print a document: click this icon to select and subsequently view a
purchase order document

i. Supplier's Copy of PO
ii. Packing Slip: Customer Order Pick List (COPL)
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d. Transmit to ...: purchase order transmission to a third party may be
provided through an icon

ﬁ Home

ﬁy Log Out

R My Login Info

T view ||

Accounts
@ Orders

%ﬁ Purchase Orders

g Suppliers

Configure

1 My AE site

View Purchase Orders

Use this page to list purchase orders according to the criteria you specify.

Create New List

6 matches found

=end an email

Legend
<3 view status history [§2 view this PO's detaile gy transmit to FCI

@ print a document

Update List

Description | aty | subtotal Status Actions
POs for Order no. 195409 created on 20-Mar-08 (ﬁ
PO no. 195409-1-test for FCI [newpo v|cB B
Sample 3 2 $20.00
embroidery: "Sunset.jpg” on Az Described 51.00
TOTAL (after imprinting, packaging, & & h, taxes): $77.00
POs for Order no. 195408 created on 20-Mar-08 {ﬁ
PO no. 195408-1-test for FCI [ new PO w3 FEE ¥l
Sample 3 2 52000
TOTAL (after imprinting, packaging, & & h, taxes): $20.00
POs for Order no. 195361 created on 19-Mar-08 in process A qﬁ
PO no. 195361-1 for Alpha Shirt Company [rewpro B EENEEIS]
Test Product Men's Champion Leng Mesh Shorts 5 $305.50
TOTAL (after imprinting, packaging, & & h, taxes): $463.50
POsg for Order no. 195360 created on 19-Mar-08 ready to invoice w {ﬁ
PO no. 185360-1 for Memphis Warehouse [shipped |3 B
Mike SAMPLE PRODUCT Classic Cap 1185 | §11850.00
TOTAL (after imprinting, packaging, 2 & h, taxes}: §11939.33
PO no. 195360-2 for Vortex TEST et B o
Nike SAMPLE PRODUCT Classic Cap 1185 540250
zilk-scresning: "masterpiece jpg” on Back of Cap
TOTAL (after imprinting, packaging, 8 & h, taxes): $626.78
POs for Order no. 194781 created on 03-Mar-08 {ﬁ
PO no. 194781-1-vortx for Memphis Warehouse completed v |3 BelEEle]
Mike SAMPLE PRODUCT Classic Cap 23 5230.00
TOTAL (after imprinting, packaging, s & h, taxes); §230.00

Update List

Figure 15: View Purchase Orders: PO listing example
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View purchase order details

1. Click an Action icon in the created list to view the PO’s Details and
navigation buttons will be shown at the top of the page to allow you to
navigate between PO'’s in the listing to another without having to return to
View Purchase Orders

2. Alternatively, enter the PO number in the Show PO no. field and click GO to
go to Purchase Order Details for that PO. A similar field is available on the
back office home page and on Purchase Order Details for your convenience

Purchase order details
1. In hands date (PO): enter an in hands date. Indicate if it is a firm date

2. Follow-up date: set a follow-up date here — use the List PO follow-ups
shortcut link on the back office home page to view PO’s with a follow-up date

Art approved date: set an art approved date here

Order status: may be updated here

PO status: may be updated here (default is new PO)

Ship date: enter a ship date

Ship via: may be updated here (default is the order’s shipping method)

© N o 0 bk w

Ship to: update the ship to contact by selecting an entry in the drop list.
Select (customize shipping details) to enter a new contact in the text area

9. Shipping / Handling: enter shipping and / or handling costs

10.Internal Notes: enter notes that are intended for the PC, order or invoice —
these notes will not be shown to the supplier

11.Supplier Notes: use the Editor to enter any notes intended for the supplier

a. To add a clickable link, select the text you want to add a link to and click
the ®=button. Enter the full web address. Web links should have the
form http://www.webaddress.com; email links should have the form
mailto:youraddress@yourdomain.com; however your email address
will automatically be set up by simply entering an email address into the
supplier notes

12.Upload a file for this PO?: upload a file for this purchase order

13.URL: provided for you to include in your correspondence with the supplier so
that the supplier may access the details of the PO online
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pecour acions

Ef;' Log COut Order Action=
T4, My Login Info Purchase Order 195360-2-test Details Editable Order Details
View i
: i PO Actions
Accounts Sample Supplier &
%3 Email this PO
@ Orders Go to another PO no.: l:l

B Purchass Orders 5 Print this PO

Commissions prS—— <3 View PO Status History

g Suppliers (ﬁ “igw Invoice History
Configure h Purchase Order 195360-2-test
Q My AE Site Created on: 19-Mar-08
In hands date (PO): mmm ¥
Follow-up date: mmm ¥
Art approved date: mmm % |d:| M yy 3
Order status: *| ready to invoice w
PO status: *| completed A
Imprinter Details Shipping Details
Sample Supplier Ship date; | mmm ¥ s
i v date: [ mom (] ad 9] vy (%]
ATTN: Sam Sample Ship via: UPS Ground b
1234 Main Street
Ship to: |JuhnAETESTAccourn(shiptuAE) v
vancouver, WA 93421 Details: T
Phone: 1.234.5678 Ext. 123
FAX: 1.234 5679

sam@samplevendor.com

Decoration Details
unit Line item
Preview Description coler size| aty Rec'd Cost Cost
Product: Nike SAMPLE PRODUCT 001 - BLACK/
s 580 580
Classic Cap GREY
Item No.: 001-BLACK/ | 55 el
Imprint: masterpiece.jpg GREY 7
Q@ view image EI;DPZIE;ELACKA‘ e cnl e
Type: sik-screening
Location: Back of Cap gilk-screening run cost/ unit: 5034 S402.90
Notes: Imprint color(s): silk-screening set-up cost: 556.80 §56.88
SUBTOTAL: $459.78
Total run charge:
Total set-up fee:
Paper Proof:
Shipping:
TOTAL COST:
Total invoiced:
Internal Notes (notes visible only to B Sample Supplier may access the detals of this PO online and
view original art by visiting the following URL:
http:/fwew . orderstreampro. com/admin. chw ?
po=b0db1916d496dcOcfBbE.) f3e0bd2e7d98beKcadcadxae
[d7b0fBbEAYX S
Be sure to include thiz URL in your correspondence with this
Supplier notes (notes vizible only to this supplier): supplier.
-select a standard Supplier note to inzert- L
File
D | é{« . E X | L] i B8 &2 | D”' Open "Sample of artwork” | {2 Delste

ALy Bz uU|T

N soEditor Lite 2.5
Save Changes Cancel

&l
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Commissions

Set criteria to create a list
1. Click the Commissions main menu option
2. Set the filters to narrow down your list to the desired set of commissions
a. Posted from: specify a date range that the commissions were posted
within
b. Specify type of orders
i. Paid orders
ii. Unpaid orders
3. Set sorting / viewing options as desired
4. Click Create List
5. Commission statements include
a. Credits (commissions earned)
b. Debits (payments made)
c. Corrections (changes in order costs)
6. Split commissions with other AE’s are also included

7. Accounting administrators (making payments) will view this same screen and
data
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ORDERSTREAM PRO

2} Home . T
View Commissions
ﬁa Log Out
F\ My Login Info
Select an AE: |J|:|hn AE TEST ACCOUNT »
; Do you want to... " configure the selected AE's commission profile
Accounts 2 : i iz
(" post a transaction to this AE's commission account
@ thders " define overrides payable to this AE
B Purchase Orders (" schedule a periodic credit for this AE's commission account
=3 Commizsions + view a statement of commission transactions
Suppliers .
i supp View a statement of...
Configure
—h— % alltran=sactions  all current account balances
71 My AE Site
posted from: |N|:u.r v||1 v||ns v|tu|N|:w v||31 v||05 v|
& include: [+ paid orders [ unpaid orders
& sort the list from: newest to oldest
& show: items per page

Create List

# matches found

Date Description Revenue $GP|  GP%| Earned Paid| Balince
01-Mow-05 |Oreler no, 51230 $726300| $7O044.00| 96.98% | $3522.00| 0.00] $71866.37
02-Mov-05 |paymert $0.00 §0,00( 0.00% $0.000 10000,00| $61866.37
03-Mow-05 |Order no. 51410 (sl commission) Feo1 34 $268.00) 36.13% | §144.00 0.00| §62010.37
03-Mov-05 |Order no. 50531 (solt commission) §1242.33 §01.80| G.86%) 54980 0.00| $E2056 27
03-Mov-05 |Orcler no, 50799 (soit commission) $2409.49| $1365.00| 57.51% | 66300 0.00] $62739.27
03-Mov-05 |Oreler no, S05ET (solt commission) §231892)  $994,00|4502% | $497.00 0.00| $63236.27
Corrections $0.00 $41.33| 0.00% 32D.BB| $63256 93
03-Mow-05 |Order no, 52547 (sl commizsion) §E45.05|  §23292)| 3736 FMG4E 0.00] $E3373.39
23-Mow-05 |Order no. 57482 (20l commizsion) Fe54.09)  F148.85|16.45% §3.72| 0.00] $63377 .11
STATEMENT TOTALS:| $15734.22 | $10206.90| 65.89% $5I32.?4| $10000.00 | $63377.11

Figure 17: Commissions statement example
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Suppliers

Set criteria to create a list
1. Click the Suppliers main menu option
2. Set the filters to narrow down your list to the desired set of suppliers
a. Supplier type where the order was created

b. Select from a drop list of criteria: company name, line name, ASI
number, contact first name or contact last name and enter search text

c. Products offered by this supplier
d. Set sorting / viewing options as desired
e. Click Create List

View supplier details

1. Click an Action icon in the created list to view Edit Supplier for the selected
supplier and navigation buttons will be shown at the top of the page to allow
you to navigate from one supplier in the listing to another without having to
return to View Suppliers

2. Alternatively, enter the supplier ID in the Show supplier ID field and click GO
to go to Edit Supplier for that supplier

3. Supplier information is read only
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H i 3
i View Suppliers
g};' Log Out
R My Login Info Uze thiz page to list existing suppliers according to the criteria vou specify.

View h
P Show SupplieriD: [ |4

{2 orders or list all Suppliers...
%}l Purchase Orders who are: | {any Supplier type} v|
i2 Commiszions & whose: | (none =elscted) v | contains: I:l
g Suppliers (leave blank to view all records)
W‘_ & who offers: | {any products} V|
Q My AF Site & whoze terms ars: | {any termz} b |
& whose rating is: | {any rating) V|
& whose pricing is: |[’any|:|ricing_‘.- V|
& sort the list by: |Cum|:an5rNam& V|
& =how: Z0 ™| items per page

2 matches found

Legend: @ edit =upplier detailz

Type Contact | Address | Actions
510190 Sample Imprinter (12345-555) ASl Ho.: 55555-8%
imprinter Smith, John 302 Puyallup &venue @
Email: jsmithi@imgrinter.com Tacoma, VWA 98421

Direct: 1.234 5877
510430: Sample Supplier (122458) ASI No.: £58-68

vendor Zample, Sam 1224 Main Street @
Email. sami@samplevendor.com Vancouver, WA 58421
Direct: 1.234 5578 Ext. 123

B top

Figure 18: View Suppliers
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My AE Site

Customize your personal AE website
1. Click the My AE Site main menu option to go to Define Site Content

a. Upload a photo: This photo will appear on the main page of your AE
site, to the left of your custom text

i. Be sure to upload a clear headshot with minimal background 80
pixels by 100 pixels

ii. Click on the Browse... button to select an image file from your
desktop

iii. The image format should be .GIF, .JPEG, .JPE, or .JPG

b. Upload alogo: This logo will appear in the masthead of customer order
printouts for which you are the distributor, instead of the default system
logo

i. Click on the Browse... button to select an image file 250 pixels by
70 pixels from your desktop

ii. The image format should be .GIF, .JPEG, .JPE, or .JPG

c. Define personalized text: use the Editor to enter personalized home
page text. Remember that this text will appear in addition to existing
default system text in the central column, so be careful not to overload
this column with too much content

i. To add a clickable link, select the text you want to add a link to and
click the ®button. Enter the full web address. Web links should
have the form http://www.webaddress.com; email links should have
the form mailto:youraddress@yourdomain.com; however your
email address will automatically be set up by simply entering an
email address into the text area

d. Define 3" party “more promotional products” link: you may provide a
link for your customers to access a promotional catalog

i. If you have a custom link to a third party vendor's web site, you may
specify it here. Customers who click the "More Promotional
Products" link on your personalized site will go to the site you

specify
2. Remember to save your changes
3. Use the AE Site Actions submenu to access other customizable content
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4. Define Site Contact Info: your contact information that will appear in
printouts and on the public AE site

5. Define Site Web Address: your AE site web address

a. AE site addresses replace the familiar "www" prefix on many website
addresses with a unique identifier (e.g. "johnsmith.yourdomain.com")
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ORDERSTREAM PRO

ﬁ Home
gf;' Log Out

R MyLogninfo | o1 AF TEST ACCOUNT

Ve 1|

AE Site Actions

[B7 Define Site Contert
Define Site Contact Info
) Define Site Web Address

Define Site Content

Accounts Upload a photo Define Featured Products
@ Orders
@ b hnee Orers @ This photo will appear on the main page of your AE site, to the left of your
custom text.
Commissions

g S CurFentphotes I

Configure h
71 1y AE Site

Delete this photo? I (If you only want to replace it, click on the browse button below.)

Upload a photo; |

|| Browse...

[Z) Click on the Browse button to sslect an image file from your desktop

@ The image format =hould be .GIF, .JPEG, .JPE, or JPG.

ZlnoTE: your image =hould not be wider or taller than the dotted arsa below (80 pixelz by 100
pixelz}. You will get poor results if it is either wider or taller. Be sure to upload a clear
headshet with minimal kackground.

[

@tcp remember to click "Save Changes” below
Upload a logo

@ Upload your loege. This logo will appear in the masthead of customer order documentation for which you
are the distributor, instead of the default system logo.

Current logo:

Upload a logo: | || Browse...

[Z) Click on the Browse button to select an image file from your desktop.
2lThe image format =hould be .GIF, .JPEG, .JPE, or .JPG.

ZlnoTE: your image =hould not be wider or taller than the dotted area below (250 pixelz by 70
pixelz). You will get poor results if it is either wider or taller.

@tcp remember to click "Save Changss t:els‘::ﬂ
Define personalized text

@l pefine vour personalized text. Remember that this text will appear in addition to existing default system
text in the central column, so be careful not to overload this column with too much content.

Cefine text:

Hello! This is a demo site for John AE.

B3

I bring neatlv 2 decades of professional experience developing
creative promotional solutions. My customer list includes major
companies in the consumer goods, technology and banking finance
industries. You can find, price, sample, order, check status, and
reorder what vou need from anv place at any time. Nothing is

Fractar anciar me lace aveancsral

; m = ﬁ soEditor Lite 2.5

@) Thiz AF's perzonalized text will appear to visters as shown hers.

(@ 7o add a clickable link, select the text vou want to add a link to and click the &2 button. Web
links gheuld have the form http:iwww. webaddress.com; email links should have the form
mailtoyouraddress@yourdomain.com.

@tcp remember to click "Save Changes t:els‘.-:ﬁ
Define 3rd Party “More Promotional Products” link

Define 3rd party link: (= s the default link

(¥ use a custom link Lhﬁp:;'ai'.v\v'.v.mfcatalog.cum
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Documents

Print a document

1. Print a document: either an order or a PO document, depending on menu
option clicked or context of table listing where the print a document icon is
clicked. This feature can be accessed in different ways

a. An action icon in an order or PO table listing

b. A menu option in the order or PO actions submenu
2. Click on the icon or menu option and the print a document popup is shown
3. Order documents

a. Order documents: available through Print this Order menu option on
the Order Actions submenu or the print a document icon in a View
Orders table listing:

i. Order (Customer Acknowledgment)

ii. Order (Office Copy): includes data not visible to the customer
such as net costs, gross profit & commissions (for internal use only)

iii. Invoice (Customer Copy): this document is not available to AE’s

iv. Invoice (Office Copy): includes data not visible to the customer
such as net costs, gross profit & commissions (for internal use
only). This document is not available to AE’s

b. Preferred document format: select price per unit or price per 1000

c. Click Submit and the selected document will be shown in a new browser
window

d. The Order (Customer Acknowledgement) document is also available
online and can be accessed by the URL provided on the order’s Order
Overview or on the order’s Notes section

4. PO documents

a. PO documents are available through Print this Order menu option on
the PO Actions submenu or the print a document icon in a View
Purchase Orders table listing

i. Supplier's Copy of PO
ii. Packing Slip: Customer Order Pick List (COPL)
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5. Note: the print a document icon will be hidden for PO’s where the
associated order’s status is less than “in process” (new order or pending
approval). Order documents will still be available

6. Click Submit and the selected document will be shown in a new browser
window

7. The Supplier's Copy of PO document is also available online and can be
accessed by the URL provided on the PO’s Purchase Order Details. You
may include this URL in your correspondence with the supplier
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Which document would you like to print?
i+ Order (Customer Acknowledgement)

" Order (Office Copy)
i Invnice (Customer Copy)

7]

Crder Mo, 20847 Paga 1ofl

i Irvnice (Office Copy) H‘ﬁ’“{'
Which format would you prefer? UESR IO

i+ Price per unit (size & color showen)
1 OROER Mo. 29947 [Ackriowledgement)

" Price per thousand (size & color excl) L B LY B LR

Hy Campany
345 Puyallup Aversoe Sulte 111
Tarcoames WA 08431

Bill To Ship To
adam's Company
Adam account test
1234 Main

Sulte 930
Vancouver, FL 12345
UNITED STATES
PRore 209.5999

Adam's Company
Adamn account test
00 Puyallup Avenue
Tacoma, WA SE421
UKNITED STATES
Fhone: 599,955

rerms Aot Orderad
Ordaz Mo, 28830 Page 1of I Exacutive By
Credit Alana AF pc
Card
- Uinik
My Company jor Sizs Oty Rec'd 0 Subtotal
345 Puyallup Averoe Sulte 111
Tacona Wa 28431 ge & 12 12 $59.35 § 71220
Subtotal: § 71320
INWOICE Mo, 29950 (Offioe Copy)
For: Adam’s Company Invaice Date: 10-Apr-08 Shipping: § 200.00
Handlimg: § 150000
Bill To Ship To il
Adam’s Company Adam’s Company i o
Adam Jones Sam Bautler TOTAL PAYABLE: § 102.20
2409 Fuyaliop Avenue 1187 Receving Averse
Sufie 230 Tacoma, WA 58471
Tacoma, WA 98421 URITEDR STATES
-555.5556
Crdaz Mo, 28830 Paga 1ofl 5.5557
Account Executive  Ordered By regarding this order, please conkact Alana
My Company Alana AE 3

349 Puyallup Avene Sulte 111
Tocoma Wil 98421

Ordar Mo, 20842 Page 1 of L

[esie:

Sales Company
308 Puyallup Averus
Tacema WA 98421

IMWOICE Mo, 299250
For: Adam's Company Involce Date: 10-Apr-08

Bill To Ship To Prene: 1-011-2337 | FAX: 2-111-5555
Adam’s Company Adam's Company Ernil: beundsh@rartasssil cam
Adam Jonas Sam Butler
3409 Fuyalop Avenue 1157 Receiving Avenoe ORDER Mo. 29942 (Cifice Copy)
Sulte 920 Tacoma, WA SE421 Prepared Tor Bob Coslomer an: 10-Api-0F
Tacoma, WA #8421 UKNITED STATES
UNITED STATES Fhone: 15555556 Bill To Ehip To
PRone: 1.555.5554 FAX: 1.555.5557 My Campany
FA¥: 1.555.5555 Bk Custarrrar Beb Sharman
F02E Pach Avaniue 2618 8 Peces Mam [
Account Mo. Ship Date Ship Mathod Terms Mccount Executive San Pudra, CA #0730 & 1134
0 5T/ 3
A0S98  A0-ASc0E UPS 3nd Doy Alr & M3 Creds Card Alses AZ LT T s Jiariy, qo 3eEH
1234557 Phiin: 1-8£6-BBEE
Proviaw Description Color Size Gty Rec’'d Unit Price
Produci: SAMPLE Apthracite ML 5 5 % 20.0 Account wrdier In Hamds Arcount Ordered
£at. No.: 11133 Gunmetal *X-5 S 5 % 20,0 Hu. Date Date  Ship Method Tarms Execulive By
Imapring: {art bo foliow) packaging: $0.7] ALDRaT ¥7-Mai-  IE-Ape-DE ,-.F-IEI I5% Pra-pay + Mal 30 Jobe Srheles  wandepe
Type: embroldery o g o (] Ground® [T
Location: As Descrined SmbrFUiderY U charpe: 1. i
Motes: Imprint coleris): embroitery set-op fed Preview Description Coler  Size Oty Ree'd poi Cost Subtetsl
Bubkotal -
; Hanes S0/50 Lang ha WL 56 56 §7.40 $3.55 4 39760
Papor Prooi POl v T-Ghit - Wihink “r
Total run charge G, M 27 slk-seransing run charga:  § 300 § 123§ L6E.0D
Total set-up fec b o Lmprint: (2rt to foloe)
Shippl Type: aik-acresning sik-screening set-up feee § 1145 § 35.00
P Loeation: Frast of Sh
Handling Meled: [Sprint alor(s): Subiolal: § 279,13 § 600.60
Tan Hzras Hueyweight Light R
TOTAL PAYABLE Preduct: S0/52 T Shirt - Light gl MeShEIZ AR EA02 H200 FAR0A4
o Indusidally Bagg
LB G 8 R B TR P T AT | Ext, Mot 42002 e e ng: $035 3011 33050
xtions regarding thl i, pieses confact Alana AF o 3 123 4556 an refr 10 | BopanE & 255,544 520,04
R T T o, e ikl ikt hiia Ui Product Preef: § 5600 § 12500
Please make choecks payable Bl o address: R kbt a o Credit Memo: S TED  § <66.00
&n: o i.ﬂam';fnﬂ:am Diate: Total mim charge: £ 6888 § 1&E.0D
i Company W Adam Janes . 3
340 Puyalup Avenue SURe 111 3400 Fuyalon Avenue Pk Bow Polul sab-up faas £ 1345 4 3200
Tacama WA 58421 Sulte 939 Erwaice: Ha: Teolal packaging charge: § 1342 § 30.50
Tacama, Wa 28431 = Shipping: £93.54 3§ 12500
. Paymenis / Crediks:
UMITED STATES e Hies Handling: %3110  § 75.00
[ Meaze chack bex If address bs Incammeds o has changed, and Due Date: s Tam: 3 0.00

Indicate crangeds) an the envweEope.
Please MNote: If paying by cred® cand, please complete the

TOTAL PAYABLE: 5 T18.41 5 1377.54
AMT ENCLOSED:

credit card 1234566: § (500.00)

requested credit card payment detalls Below and subm® credit card eash 11334 5 (443.54)
LLE (] Tig.41 43400

Gross profit: $659.13

Gross Hargin: 40 58%
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Figure 21: Purchase Order documents

What type of printout would you like ?
* Supplier's Copy of PO

™ Customer Order Pick List

Packing Ship oo, 20050-202

CRDER CONTACT:

Catheriee PC

2618 B Paces Flace
Aflanta, GA& 30339

Phone: 1.555.5555

FaX: 1.555.5558

Email: catherinedmycompanry. com

Page lof |

D

Packing slip for PO# 29950-2-pcclw |

Ship To

Dstails

PO Ke 20950-2-ps

BILL TO:

My Company

349 Puyalon Avenus
Tacama, WA 38431

ORDER CONTALT:

Catherine PC

2618 B Faoes Place

Atianta, GA 30330

Phane! 1.555.5555

FAX: 1.555.5558

Emall: catherine Pmycampany.com

Page 1 afl

BEsk

PO# 29950-2-pc

Pleasa credit the Vendor Rep for Tacoma, WA

Imprinter
Sample Imprinter
123455
ATTN: Nancy Stitch
121 Cedebration Or

Ship To
Adam’s Company
Sam Butler
L1E7 Receving Averose
Tacoma, WA SE8421
UKITEL: STATES
Grand Raplds, HI 45525 Fhone: 15555556
UMITED STATES
PRz 1.555 8388 Bat.

FaN:
Ship " In Hamds
Cate Date Ship Methed Date Ordered By
UFS Pnd Doy & 27-May-08  Cathere PC | fel.: 1.555.5555 | fax:
M08 wemacified AM.E [iirm} 1.555.5555
Proview Description Color Size Gy ot Subtotal
Product: SAMFLE Anthradte ML 35
Ttam Mo.: SKUL23 Sunmetdl K-S 5
Imapring: {art fo follow) embroideny M cost [ enik: $0.44 24,40
T;‘I':: ﬂ‘g‘:’mu emirnidery et cost: 476,00 47600
Motes: Imprint cokonsl packaging: $0.22 220
Subtotal: $32.60
Papar Proot: 43300
Total embroidery run costs: .40
Total embroidery set-up costs: $76.00
Shipping: $23.66
Handling: $15.00
TOTAL:  $i44.26
IMPORTANT INSTRUCTIONS:
Fiease fax all inwoices to Catherine PC at 15555558
ALLINYDICES MUST REFLECT CUR P.C. MOMBER PLEASE FOLLCW ALL INSTRUCTIONS OM THE JRCER.
1. P desalons s aconzsbla unlae ez proend in wrleg. T incudes picng dicoazescies Bom oo B0
2 Hpasdurt pisel b osdared. Zeasmvartly rrefisd of shipzng. Croarmight shiz rant e Be requised
10042008

Hay-0a8
UPS Express Saver

i 3T May=08 ( firm)
ulive: Alana A5
Caldor

Slze  Qty

Anthracte H-L 5

Gunmesal S 5

y and has been delvered to you
bie for any canceliation charges
DUt R pricd consent.

[t

100042008
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Send an email

1. Send an email that may include an order document (and / or imprint graphics)
or PO document. Multiple recipients are possible This feature can be
accessed in different ways

a. An action icon in an order or PO table listing
b. A menu option in the order and PO actions submenu

2. PO’s: the send an email icon will be hidden for PO’s where the associated
order’s status is less than “in process” (new order or pending approval)

3. Click on the icon or menu option and the send an email popup will be shown
4. To: select one or more recipients for this emalil

a. Press and hold down the Ctrl key to select multiple email addresses
And to: enter additional email addresses not already listed
Subject: default subject is the order number or PO number
Send reply to: this is the address to which replies to this email will go
Message: type a personalized message to the recipients

© 0 N o 0

Attach: select which document you want to email. Available documents will
depend on whether an order or PO is being emailed and on back office user

type
a. Order documents:
i. Order (Customer Acknowledgment)

ii. Order (Office Copy): includes data not visible to the customer
such as net costs, gross profit & commissions (for internal use only)

lii. Invoice (Customer Copy): this document is not available to AE’s

iv. Invoice (Office Copy): includes data not visible to the customer
such as net costs, gross profit & commissions (for internal use
only). This document is not available to AE’s

b. PO documents
i. Supplier's Copy of PO
ii. Packing Slip: Customer Order Pick List (COPL)

10.Preferred document format (orders): select price per unit or price per
1000

11. Attach afile
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a. Orders: select imprinting artwork to send along with the email (optional)

b. PO'’s: files uploaded in PO Details may be included in the email
(optional)

12.Click Submit
13.A confirmation message will indicate that your email has been sent
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n [JaneP 4
Titn Tyson(ttysoni@goodshits com)
Sam Sample(zami@samplevendar .com)
Sam Shiplshipping@mycompany com)

(hold dowwn Ctrl key to select mare than one)

and to: haneaccnuntarrt@mvcnmpany.u:u:um |
(to enter multiple addreszes, separate each with a "™ l

Subject: [order no. 196371 | b

Send reply to: hnhnsmﬂhae@mvcumpany.cum | I

(thiz is the address to which replies to thiz email will go)

| Message: Thank you for your order)
] Attach: Attach a document: u
! " [none)

" Order (Customer Acknowledgement) g G
| (¢ Order (Office Copy

" Invoice (Customer Copry)

(" Invoice [Office Copy))
Preferred document format:

=

{* Price per unit (size & color shown)
(" Price per thouzand (size & color excl.) |
Attach a file:
v Imprinting graphics file ((a to follow) -

Figure 22: Send an email: email this order example
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E [hald doven Ctrl key to 2elect more than one) a
and to: | |
1y (to enter multiple addresses | separate each with a ;"
7| Subject [Purchase Order no. 188371-1-test | I
] b0
Send reply to: huhnsmﬁhae@mymmpanycnm |
(this i= the address to which replies to thiz email will go) =
Mes=age: Pleaze note that the in hands date is firm. Thank yu:uu!| o
F:
| @

| Attach: 7 (none)
+ Supplier's copy of PO
" Packing slip

Figure 23: Send an email: email this PO example
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Important Notes

1. Only use one session of OrderStream Pro at a time. The system is not built
to support multiple windows or multiple tabs open within a browser all using
OrderStream Pro at the same time

2. Always log out of the back office properly by clicking log out. Do not simply
close the browser else your orders may become locked or other problems
may occur

3. Eventually the session will time out on its own if you leave the window open
too long. Ensure that an existing order is re-saved if your work on a section
will take some time. If creating an order with many sections, it might be
preferable to create it with only a few sections, and then add the remaining
sections once it has been created, while saving the page often

4. Do not type directly into a field that has a Browse... button next to it! You
must use Browse... to fill in that field

5. Avoid using the browser Back button, as errors are likely to occur.
Navigation buttons are usually supplied

6. Orders: Do not use commas in the Quantity fields

7. Orders: If the order is being imprinted, use the Imprint Details area to fill out
the imprinting information which will show the run charge & setup fee

8. Orders: Any notes you do not want the customer to see should go in the
internal notes field

9. Orders: Fill in the in hands date with the estimated production time provided
by the vendor OR the FIRM In Hands Date. Make sure to verify production
time for FIRM dates
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