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How to Input Orders

1) Select the Orders tab on the top of the page.

7] Exemplar Nursery PlantX.net Grower
Action Window Help

£} Customers @ Materials {f Inventory] = oOrders | Trucks [Z=] SortEmail ¢y Reports 4k Add Report

2)  Push the green plus button on the right of the screen.

£ Customers @ Motmiss @ inventory = Orders [ Trucks (2] Sort i o Reporss 48 addReprt 5 ap
o T o s
e e o Pl
— adnowedged [ [ aeced O O O
Soach ome, G, o .. ke O O | 5o OO O | e [ =
i ewnix LR rcgied 0 O | wwoeed O O O | pered | sewchend E
(B S e B! Received Diecosed
Y Search By Invoice = (=) = = ey O &
Orderfags [] [ ndden [ &
Oderags [ [ Coceed [ B M
29T = 10ate St Admowledged  Confrmed Accepted Receved Aloc % Sho % Tve % Type 5O Nurber Req Shp
Bradeys Tress S m m ] | % % % 0636 w2/
e T T 0 0 0 o B = = Tmoerrs i
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4 Candian Retater [T ] ] ] 00% % W% Pl G 208164 [0

3) On the pop-up select the account that the order belongs to and push OK when
done.

#® Select an Account X

‘ Account Name |

Rating Color = 1 Account ﬁ
A Candian Retailer A
Bradley's Trees NY

Bronco Nursery

Buddy's Landscape Supply
C&D Landscape Nursery
C-Ware, Inc.

Cash

D&A Container Plants
Diane's Garden Center
Farmington Gardens

Flower Thyme

Fraim Wholesale Nursery
G&H Farms

Garden World

Green Earth Nursery

guest

ID Nursery & Garden Center
Josh

North Dormer Nursery
Partridge Tree Partners
Pat's Acres

Pete's Potted Plants

PlantX v
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4)  Once the order has been created the new order will automatically be opened in a

new window to the Contact tab.
5) Inthe Contact tab the Billing Information and Shipping Information is pulled from
the customer account. Ensure that this information is all present and correct.

21 Sales Order 2006177: G&H Farms [o (@ =

Lg v ] X | acidon [ —

[ .o e e s i i o i s v

Bikng Information Shigping Informatien
Aest: GRiFams | At GaeiFams £
(ca Farms = cwrams H
29895 Sue Kman R 25855 Sn Kinsman R
ilsanwile OR 97070 Villsomnile OR 97070
Select a contact fom the dropdown meny to auto fil m ther nformaton
Name Geaff Carstensen = MName [Geof Carstensen =
Emai  peoffEcware.com Emal  geoftBcaare com
Phone  S03-682-7226 Phone | 503-682-7226
cet el
Fax Fax
Ones Qty BascBxt SaleExt  Tax Depost  Total uF L3
Ordered 0.0 000 000 000  DOD 00000 0.0
Allocated o 0.00 0.00 0.00 0.00 0.00 0.0000 £.0000

6) Next, select the Info tab.
7)  Some information will be automatically filled in from the customer account. The

other fields are optional and will have to be manually entered. Push Apply when done.

1 Sales Order 2006177: G&H Farms

@" I:\v/“ ‘\"/‘7 Bg | Allocated 0% | Shipped 0% | Tnvoiced 0%

Contact | Info | order Items Load Manager Loads Allocation Enry Taxes MessagesMotes Reports Invoices

[idnoniedged []Confrmed [ ] Accepted [ JReceived []OrderFlag5 [ ] Ordes Flag6

[Jsubmitted [ ]SakesRep CanEdit [ ] Discloss Alocatons [ ]Hden (] Cancaled

Il == Date 12/28/21  SO# 2006177

Method | — ||

Il — Tipe
Est. Footage 0 #Boxes 0 — XN

IV —p  Periad

A - v
\ ——s Pridng Wholesale - lag Calor v X

V| — Terms Met due upon recsipt Requested ShipDate |12/28/21 | ShipInfo | 12/28/21 — XV
VIl == SalesRep Hone ~ Frexght Charge 0.00 xvil
VIll == Reporting Year 0 [] Use Container Deposit Xvii
X — FOZ -
— . lmit 0.
x ™ Surcharge % 0.00 | Description -— XX
Xl — Use Billng Account for Retai Pricng
O [[] Surcharge is Absolute XXl
Xl ——s  AccountBal  $0.00
Reference XXII
OLines Qty BaseExt Sale Ext Tax Deposit Total LF FTG
Ordered 0 0.00 0.00 0.00 0.00 000 00000  0.0000
Allocated o 0.00 0.00 0.00 0.00 0.00 0.0000 0.0000
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l) Order Flags: These are used to keep track of the stages of the order.

[l)  Date and SO #: The date created and Sales Order Number, automatically
generated.

[ll)  Order Type: Use this to keep track of the type of order, optional.

IV)  Order Period: Use this to keep track of the period of the order, optional.

V)  Pricing: This is the price list this order will use, automatically pulled from customer
account.

VI) Terms: This is the payment terms for this order, automatically pulled from customer
account.

VII) Sales Rep: Sales Rep for this order, automatically pulled from customer account.
VIIl) Reporting Year: Automatically O unless changed.

IX) PO #: Purchase Order Number, Optional.

X)  Cr. Limit: Credit Limit, automatically pulled from customer account.

X1)  Use Billing Account for Retail Pricing: If checked will use billing account for
customer retail information.

XIl)  Account Bal.: Account Balance is automatically pulled from customer account.
XIll) Ship Method: How this order is getting to the customer, optional.

XIV) Est. Footage and # Boxes: If you would like to estimate footage and boxes,
optional.

XV) Flag Color: Can be used to color code orders, optional.

XVI) Requested Ship Date and Ship Info: The date the customer wants the order and
notes related to shipping, auto filled with created date, optional.

XVIl) Freight Charge: Dollar amount for freight, optional.

XVIII) Use Container Deposit: Automatically pulled from customer account.

XIX) Per Tag Rate: Dollar amount per tag, optional.

XX) Surcharge % and Description: Miscellaneous charge field based on percent. For
example, 3% credit card fee.

XXI) Surcharge is Absolute: Turns Surcharge % into a dollar amount.
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8) Select the Order Items tab.
9) Push the green plus button on the right of the screen.

45 Sales Orcler 2006177: G&M Farms e
B Yy @@ X [ mssE——] [ H
e i TS e e
= 1Descrpbon ord Ao ase Prce Dsc Sale Prce Retad Extenson Message g

%
$

10) On the pop-up choose the catalog item ordered from the list. Push OK when done.
11) On the new pop-up enter the quantity ordered, everything else should be
automatically populated, ensure that all other fields are accurate.

& Order ltem X

Description
Populus tremuloides #10
=

Ordered Qty 4| 100 Available
Base Price 100.00 | $100.00 Wholesale
Discount 10%  $10.00savings [ ] NetPrice
Sale Price 90.00 [JShow* []TaxExempt
Container Deposit 0.00 @ Tag Charge
Retail Tags
Price SKU UPC [[]save
Printed | How they want to see it Net Vol

Message (for customer reports)

‘ > ‘

Note (for internal use)

o] | ot

12) Repeat steps 9-11 for all items ordered. *This would be a good time to update
order flags in the Info tab*
13) Select the Messages/Notes tab.

£ Sales Order 2006177: G&H Farms

MY Q0 X

Contact Info Order Items Load Manager Loads Allocation Entry Taxes| Messages/MNotes | Reports Invoices

Messages (Prints on Reports)

14) Enter messages to have it print on reports or enter notes if you do not want
customers to see.
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How to Allocate Orders

1) Select the Orders tab on the top of the page.

1) Exemplar Nursery PlantX.net Grower
Action Window Help

3 Customers @ Materials #i§ Inventory] = Orders [ Trucks Sort Email gy Reports ‘s Add Report

2) Select the order you would like to Allocate from the list.
3) Next select the Allocation tab.
4)  Select an order item from the list on the left.

5, Calec Orde B : "";"fif"""' ;
+ e
2 MK

Contact Info Order Items Load Manager Loads Entry Taxes Messages/Notes Reports Invoices
T T

< 1 Description Ord Alloc

Abelia x grandifiora '‘Edward Goucher'™ #
Acer palmatum 5 HT 100 > 0
Populus tremuloides #10 = =3

< 1Crop

Spring
Fall
Fall

Ready Now

- Allocations

=L NE 1L 4+ 3

|| Crop: Date

5) Select the supply you would like to allocate plants from, from the list on the right.

+
E eyt E E | Alocated 0% | Shpedo% [ tmvocedo% E
orvoct] 1] Order Thoma | Lood Wanaoer | Loads| lecation | iy | Towes | Messeacalioies | Reports | Bwvokes!
]
g [ Shom Hcden supplies [ Hide navalable supplies
& [=ic= = 2Locaton Listes Autosloc avai Stock Current ol 2
"l
-
| 813 | =] | =] 4 G [ +
siy | [Fal oz | =] | =] 15 El| 0|
et o —— & E i o [t
z .
A [ Aocatons
# |[com oo Load a +
A
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6)

on the top right.

/)

lower right of the screen.

8)

OK when done.

9)

To automatically allocate 100% of the ordered item push the Quick Allocate Button

Supplies

[[] Show hidden supplies [ ] Hide unavailable supples

= 1Crop

Spring

~ 2 Location

B2-1

Listed

Autohlloc

Avail

Current

>

Fal

B1-3

Fall

GHD2

Ready Now

GHO1

LEIRES
IR

.\*+o|i|

oloje|o

To allocate anything other than 100% of the order push the green plus on the

Supplies

[] Show hidden supplies  [7] Hide unavailable supplies

= 1Crop

Spring

= 2 Location

B2-1

Listed

AutoAlloc

Aval

Fal

B1-3

Fal

GHO2

RREIEI
RRRIEIL

Ready Now

GHO1

Allocations

Crop: Date

Qty

On the pop-up enter the number you would like to allocate to this order and push

‘ Allocation

A

vailable

Ordered
Allocate
Purchased |

Load

|<None>

o] =

Repeat steps 4-8 for all order items. *This would be a good time to update order
flags in the Info tab*
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How to Manage Loads

1) Select the Orders tab on the top of the page.

’ Exemplar Nursery PlantX.net Grower
Action Window Help

£} Customers @ Materials f Inventory| = orders || Trucks Sort Email gy Reports &y Add Report

2)  Select the order you would like to ship from the list.
3) Next select the Load Manager tab. In these next steps the goal is to separate this
order into shippable parts.

&4 Sales Order 2006177: G&H Farms

+
G
DUG  SHFD BILL SHIP
Contact Info Order Items Loads Allocation Entry Taxes MessagesMotes Reports Invoices

Search Load Name Search Product [ Not Shipped  [] Not Invoiced

4)  Select one of the allocated items from the list. (If you would like to add multiple
items to one load you can select multiple items and complete the following steps.)
5) Select the change loads button.

&1 Sales Order 2006177: G&H Forms [= & &=
XAl x EEECTTEEE | swedon [ wocedon G

Contact Info Order ltems Load Mensger Loads Alocan Entry Taves MessagesiNotes Reports Invoices

[OHetShipped  [] Mat Invoiced

OmNOoleonL @E@L
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6) On the pop-up type in a new load name or choose from an existing load and push

OK when done.

#® Change Loads X

Load Load A
<None>

(o] | e

7)  To separate one item to multiple loads, select one item from the list and push the

split loads button.

s Sales Order 2006177 G&H Farms

X EE X

Contact Info Order ltems L000MIager Losds Alocation Entry Taxes MessagesMotes Reports Invoices

ch Prodct [tiot shpped [ not tmvoiced

Allcation crop Location Alocated uF Foatage bug e Shyzed Inv

1]
N =8l
PenNoleon. N[EDL !W

8)  On the pop-up enter the number you would like to separate out and the load you

would like to add it to. Push OK when done.

& Split Loads X

Splt Quantity
Acer paimatum § HT (100)

Load |Load A
[<tione >

] Adlow more allocations to be spit than aurrently alocated,

pla
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9) Repeat steps 4-8 until all allocated items have been assigned to a load.
10) Select the Loads tab.

|24 Sales Order 2006177: G&H Farms

MM QE X

Contact Info Order Items Load Managerl Loads IAIIocation Entry Taxes Messages/Notes Reports Invoices

Search Load Name Pick /Drop  Misc Charges / Discounts
Load Name Truck ShipDate Weight Cal +
loadA | | 12/2821 | 900 | M
Load B [2mpi| o [ M |™
Q
&
e

11) Select a load from the list on the left. On the bottom left of the screen you can edit
the load information.

- Sa_le:Order SO0GTTT: G Farms R | LoadName LoadA
L& ;{c m\/u @ I Show on Calendar
Contact Info Order Items LoadManager Loads Allocaton Entry Ta: M Truck No Truck =
o (oag oo IV shpDate  |12/28/21
Load Name Truck Ship Date  Weight Cal + vV Est. Footage 0| Calc = 450.0000"
Load A 12/28/21 | 900
Load B 122821 | 0 - V| #Boxes 0
- Vil Addl Weight 0.0 Lbs
Y VIll  Freight 0.00 | [] Add to Invoice 1X
‘E‘Tﬂ X PO Number
2 Apply Revert

l) Load Name: This is the name of the load; this can be changed here.

[I)  Show on Calendar: If checked the load will appear on the calendar app.

[l)  Truck: If the load is assigned to a truck, it will show here, the load can also be
assigned to an existing truck here. (Leave blank if truck does not exist yet.)

V)  Ship Date: The load’s ship date.

V) Est. Footage: This is the estimated footage the load will take up.

VI) # Boxes: If you use boxes input the number here.

VIl)  Add’l Weight: Here you can add additional pounds to the load.

VIIl) Freight: The dollar amount for freight.

IX) Add to Invoice: If this is checked it will add the freight cost to the Invoice.

X) PO Number: The load can carry a PO Number that is separate from the order.

Pplantx



12) Next ensure that the automatically filled in information on the right is correct in the

Pick/Drop tab.

Pick | DmDI Misc Charges / Discounts

Pick-up Stop Drop-off Stop

Address (17345 NW Spring Rd Address |GaH Farms
Someville, OR 97070 29895 Sw Kinsman Rd
Visonvile OR 57070

Name  Geoff Carstensen

R
i

Phone Phone  |503-682-7226

Fax Fax

Cell Cell

Other Other

Email Email geoffi@c-ware.com
Notes Directions

13) Select the Misc Charges/ Discounts tab.

14) Here you can add other charges/discounts such as fees, pallets, or a special

discount. Push the top green plus button to add a charge.

‘ Pick | D",pl Misc Charges / Discounts I

Acct Desciption Quantity Price Amount Net Price

15) On the pop-up fill in all information and push OK when done.

#® Misc Charge X

Chart Acct | 40200: Pallet Charge v

Description Pallet Charge

Quantity 2 optional
Price 50.00 optional
Amount 100.00 = required

Net Price (no terms discounts)

Tax Exempt

I+ + +[#]

pla



16) Push the second green plus button to add a misc. discount.

| Pick /Drop Misc Charges / Discounts

Acct Description Quantity Frice Amount Net Price
48000 Discount - Winter Code | ] | $0.00 -§25.00 %)
40200 Pallet Charge | 2 | $50.00 §100.00 =]

17) Fillin all information on the pop-up and push OK when done.

® Misc Discount X

Chart Acct | 48000: Discount v

Description |Discount - Winter Code

Quantity optional
Price optional
Amount 25.00 | required

Net Price (no terms discounts)

18) Repeat steps 11-17 for all loads.

Tax Exampt

)

I ++

pla
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How to Ship

1) Select the Trucks tab at the top of the screen.

. Exemplar Nursery PlantX.net Grower

Action Window Help

€3 Customers @ Materials §i# Inventory = Orders | [ Trucks |[Z SortEmail 4= Reports 4 Add Report

2)  Push the green plus button on the left side of the screen.

€3 Customers @ Materials i Inventory = Orders [ Truck

Search Truck Name, Company, Broker

= 1Truck = 2 Date Shpd Hide
New Truck 01/12/21 L] []
[New Truck 05/14/21 ] []
|Red Truck 11/13/18 | ]
T1 01/01/18 | [ L]

3)  On the pop-up enter the truck name and date.

Add Truck

Name ] New Truck

o | | concd |

Qpla
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4)

screen and push apply when done.

1)

1)
1)
IV)
V)
Vi)
Vi)
Vi)

Company: This is where to input the name of the trucking company.
Broker: If you have a broker this is where their name goes.

Cost: The cost of the truck.
Flag Color: If you use colors to flag your trucks input that here.
Shipped: Check this if the truck has shipped.
Hide: Check this to hide this truck.
Internal Notes: This is where to enter notes for internal use.

1 Trucks
Search Truck Name, Company, Broker

| = 1Truck —20Date  Shpd  Hide

New Truck 01/12/21 ] |
New Truck Tospa | 0 [ 3 | (=
Red Truck | 11/13/18 ] ] "Eﬂ
1 01/01/18 ~ O =
[T10 05/10/17 M ]

[ri2 | 03/15/17 M | [

T13 | 02/21/17 O] ]

T14 02/01/17 ] ]

fr2 12/26/17 M ]

s [wspz | M4 | O

LU | o127 | &4 | [

[Truck 001 | 01/15/17 = ]

[Truck 002 01/01/21 M ]

[Truck 003 | 10/03/16 M ]

[Truck 004 | o823 | 04 | [

Truck 005 07/08/16 | [] []

[Truck 006 06/05/16 ] ]

[Truck 007 | 04j01/16 [ -5 ]
[ruck 008 [os/zps | [0 | [ |
[Truck 009 01/12/16 [ ] []

Truck A 12/28/21 | | ]

~

Name Date |12/28/21
Company

Broker

Cost 0.00

Flag Color =

[[] Shipped [ Hide
Internal Notes
A evert

pla

Select the new truck from the list and enter the information at the bottom of the

Name and Date: The name of the truck can be changed here and the ship date.
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5)

6)

/)
8)

9)

With this truck still selected click the Unassigned Loads tab on the right.

ks ==
Search Truck Name, Company, Broker Staps | Unessigned Loads

o 1 Truck = 2Date. " - ad e - - - - - ~ - -
e Truck oy | [ 1 ~ || ccount Order ® sholnfa S Date Load Name. Ord Status EstFg Losd Factr calcFig -
o Truk w0 m 006150 eV 118 1218 rew ° 2.0000 92.0000)
o Truck B 5 | 2008117 /15 ws/z1s EL Tew o 0.0000] 0.0000| +f
1 010Y15 =] ] Pat's Aces 2006133 82116 I 08/24/16 Load 1 Canf 0] 9,000 0.0000|
o o5z | [ ariFarms w617 [T /A LoaaA Tew 0 2,000 EET T
2 s | B m ouest 008151 (112878 ) Loada Sabm o 0000 £.0000|
15E] ooy | 0| 0 caFarms. 2006177 Tamm T nmm B ToadB_ Tew K] “5.0000] ~0.0000)

14 ooy | [ m] pranit 2006147 [10738/17 I 10725718 LeadB ‘Conf, Subm [] 11,0000 120.0000]

12 sz | 4 mj guest 006151 ] /8 Loadf Subm [] 2.0009) 2.0000]

i WIS/A7 | ] guest 208145 aR7 0875817 o8 1T Subm o 13,0000, 15.0000]

e DE/1217 | | ] I )

[Truck 001 s | 0

‘W_l.dcwl 0LY21 | %] =

Truck 003 10/03/16 = ]

[Truck 004 | ca3s | [ m)

fTruk 005 wmes | [ | (]

Truck 06 wsie | [ | []

ruck 007 4ys | [ ]

[Truck 008 s | | [

E.mm ué xiw E

| Stops Unassigned Loads

|| search toad Name

|| Account Order = ship Info Ship Date Load Name Ord Status EstFtg Load Factor CalcFg Q

| 93,0000
0.0000 0.
0.0000

|[Bronco Mursery 11/13/18

' G&H Farms sm Ji2/821 | 12/821 Load B w 0.0000 .unoo
||Prantx 2006147 10/18/17 10/25/18 Load B Conf, Subm ] 110,0000 110.0000
|lguest [2006151 |11/26/18 | 11/26/18 Load8 Subm 0 20000 2.0000
|\ guest. 12006145 Bm17 08/08/17 NCOB 14NT Subm ] 19,0000 19.0000|
Repeat step 6 for all loads belonging to this truck.
Next select the Stops tab.
u'\amned Loads.
Stop Address Loads &
|2006177 |450.0000 oy
GBiH Fams Drop: Load A [2006177 [450.0000 4+
2 29895 Sw Kinsman Rd
Wilsonwile OR 57070 ‘
&

Here all stops for this truck should be automatically entered, to edit the order of
the stops select a stop and use the arrows.

[ stops | unassgnedioads

Loads
Pick: Load A |2006177 |450.0000

Drop: Load A [2006177 [450.0000

29895 Sw Kinsman Rd
Wiisonvile OR 97070

PIQI -blﬂ L J

10) Once the truck has been shipped, click the shipped check mark on the bottom left.

Mame Truck A Date 12/28/21
Company
Broker
Cost 0.00
Flag Color =
e
Internal Notes
Apply Revert

pla
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How to Create an Invoice

1)  Select the Orders tab at the top of the page.

. Exemplar Nursery PlantX.net Grower

Action Window Help

£} Customers @ Materials 4 Inventory] = orders | Trucks Sort Email gy Reports &y Add Report

2) Select the order you would like to create an invoice for from the list on the left.
3) Next select the Load Manager tab. Here you want to ensure that the order has
been marked as shipped.

£ Customers 8 Materiis g8 Tveniory [ Orders [ Trucks [ St Emd 54 Rprts 484 Add Regert (=N

"2 Sales Onder 20061T7: G&H Farms [E=S =R
EYralea &

Contact Info Ordes ltems L030Manager Loads Alocabon Eniry Taxes Messagesfotes Reperts bvoices

@
[Clnetshooed  [Jrstiwoced Swdgy

4)  Click the purple Create/Update Invoice button.

&» Sales Order 2006177: G&H Farms

s M

Contact Info Order Items Load Manager |oads Allocation Entry Taxes Messages/Notes Reports Invoices

Search Load Name Search Product [] Not Shipped ] Not Invoiced

5)  On the pop-up select the By Load button.

Invoicing Method X

Will you Invoice this Order by Load, or a single Invoice for the entire Order?

Entire Order Cancel

plantX
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6) On the new pop-up select the load you would like to invoice and push OK when
done.

® Invoice Load X
Select Load
Load B

o] | oo

7)  The invoice will automatically populate and show up on the screen in a new
window. Ensure that all information is correct.

s Invaice 2006056 for G&H Farms. o [@ E=
& &
[ Recorded fLocked) Apply

Man Contact SdesRep Marketing Messages

Date [mm | Frma Cocument # | 2005056
Notes |Order #2000177 Load A PO tumber
Terms | et due upon recept ~| buedste  [12728/21
note Debit Credt Qu Price et Item Summary Cleared +
|Abela x randificrs dward Goucher ™ £1 | oo sazs| = | s 0 572427 0 Il
Trm_mm: o T 0,50 o - 07 u} Ex u} o |+
Acer pamatum 5 T I 0.00] $4000.00] £ $50.00 | G243 0 | A
Discourt: 10% I 300,00 %0.00] E] .00 m| ta72430 0 [m|
Delivery Charge I $0.00] £250.00| o $0.00 m| | =
patet Crarge I $0.00] $100.00] z $50.00 |
Dtscourt - Vinter Code I §25.00] $0.00] o §0.00 | e
Balance $5,107.00 $0.00 [ [ 50.00 O O O
N

plantX
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