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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 
2. Find / order promotional products 
3. Download images and manage their own image gallery 
4. View status of orders in process 
5. Re-order promotional products 

AE sites are personalized versions of OrderStreamPro.com: 
1. Personalized domain name (yourname.orderstreampro.com)  
2. Photograph of the AE displayed on the home page  
3. Personal marketing message on the home page  
4. AE email address on the home page  
5. Special product offerings from the catalog on the home page  
6. 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 
2. Reviewing the back office home page  
3. Creating accounts, proposals and orders  
4. Updating purchase orders 
5. Checking your commissions  
6. Customizing your AE website  
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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 
b. Add / edit multiple shipping and billing contacts for an account 
c. Select a national account entry 
d. Customize enabled payment methods and / or product categories 
e. Enter a sales tax exemption number when applicable 
f. View, edit or add images to an account’s image gallery 
g. View a listing of your accounts based on your search criteria 
h. 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. Tax is 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 fulfillment and update order status 
f. View status history or payment history for the order 
g. Make a credit card payment 
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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 
j. Print an order document or provide a URL to an order document 
k. Email order documents and / or artwork to multiple recipients 
l. 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 
b. Update the status of a PO and / or the associated order 
c. View status history for the PO or the associated order 
d. Set / update PO in hands date, follow-up date, art approved date, ship 

date 
e. Set / update shipping method, “ship to” contact 
f. Add administrator and / or supplier notes 
g. Enter shipping and / or handling costs 
h. Upload files 
i. 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 
l. 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 
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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 
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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 

 

Figure 1: OrderStream Pro back office login 
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Back Office Home 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. View / Create Accounts and Orders 
ii. View Purchase Orders 
iii. View Commissions 
iv. View Suppliers 

c. Configure 
i. 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 
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Figure 2: Back office home page for AE’s 
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Update Login Info 

AE back office Update Login Info: 
1. Accessed by the My Login Info main menu option 
2. Set up a Login 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! 

Figure 3: Back office Update Login Info 
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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. A table 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 
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Figure 4: View Accounts: set criteria for creating a list 
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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 

b. 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 
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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 

iii. Product categories may be customized only on custom sites that 
require visitors to log in before viewing the catalog 
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Figure 6: Create an account 
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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 

iii. 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 
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Figure 7: Create contact info for an account 
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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 

f. Specify a date range that the order was created within 
g. Specify a vendor that was included in the order 
h. Specify an imprinter that was included in the order 
i. 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 
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Figure 8: View Orders and Proposals set criteria for creating a list 
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Order listing 
1. A table 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. A drop 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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Figure 9: View Orders and Proposals listing example 
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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  

2. Account Executive: your name will appear here 
3. Production Coordinator: your PC’s name will appear here by default unless 

multiple PC’s are assigned to your account 
4. Custom Site: your custom site can be selected or will be shown here 
5. Account: select your client’s account number / name 
6. Client’s PO no (optional): enter your client’s PO number 
7. In hands date: enter an in hands date.  Indicate if it is a firm date 
8. Order status: “new order” is the default order status  
9. 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 

 

 

 

 

 

 

 

 

 

 

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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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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Figure 12: Create Order/Proposal: Merchandise Details 
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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 
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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 
iii. 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 

 

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

Purchase order listing 
1. A table 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 
2. Only PO’s for your orders will be shown 
3. A drop 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 
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a. View the associated order’s status history by clicking on its view status 
history icon next to the status drop list 

4. A drop 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 

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 
3. Art approved date: set an art approved date here 
4. Order status: may be updated here 
5. PO status: may be updated here (default is new PO) 
6. Ship date: enter a ship date 
7. Ship via: may be updated here (default is the order’s shipping method) 
8. 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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Figure 16: Purchase Order Details 
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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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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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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 a logo: 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 3rd 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 



 Copyright © Vortex Business Software Corporation. All rights reserved Page 43 

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") 
 



 Copyright © Vortex Business Software Corporation. All rights reserved Page 44 

Figure 19: My AE Site define site content
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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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Figure 20: Order documents 
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Figure 21: Purchase Order documents 
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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 email 

a. Press and hold down the Ctrl key to select multiple email addresses 
5. And to: enter additional email addresses not already listed 
6. Subject: default subject is the order number or PO number 
7. Send reply to: this is the address to which replies to this email will go 
8. Message: type a personalized message to the recipients 
9. 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) 
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. 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 a file  
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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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Figure 22: Send an email: email this order example 
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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 


