m Infor System21 Order Capture
Product Guide



Copyright © 2021 Infor

Important Notices

The material contained inthis publication (including any supplementary information) constitutes and contains
confidential and proprietary information of Infor.

By gaining access to the attached, you acknowledge and agree that the material (including any modification,
translation or adaptation ofthe material) and all copyright, trade secrets and all otherright, titte and interesttherein,
are the soleproperty of Infor and thatyou shall notgain right, title or interestin the material (includingany
modification, translation or adaptation ofthe material) by virtue of your review thereofother than the non-exclusive
rightto use the material solely in connectionwith and the furtherance of your license and use of software made
available to your company from Infor pursuantto a separate agreement, the terms of which separate agreement shall
govern your use ofthis material and all supplemental related materials ("Purpose").

In addition, by accessing the enclosed material, you acknowledge and agree that you are required to maintain such
material in strictconfidence and thatyour use of such material is limited to the Purpose described above. Although
Infor has taken due care to ensure that the material included in this publication is accurate and complete, Infor cannot
warrant that theinformation contained in this publicationis complete, does not contain typographical or other errors,
or will meet your specific requirements. As such, Infor does notassume and hereby disclaims all liability,
consequential or otherwise, forany loss ordamageto any person or entity whichis caused by or relates to errors or
omissions in this publication (including any supplementary information), whether such errors or omissionsresultfrom
negligence, accidentorany other cause.

Withoutlimitation, U.S. exportcontrollaws and other applicable exportand importlaws governyour use of this
material and you will neither exportorre-export, directly orindirectly, this material nor any related materials or
supplemental information in violation of such laws, or use such materials for any purpose prohibited by such laws.
Trademark Acknowledgements

The word and design marks set forth herein are trademarks and/or registered trademarks of Infor and/or related
affiliates and subsidiaries. All rights reserved. All other company, product, trade or service names referenced may be

registered trademarks or trademarks of their respective owners.
Publication Information

Release: Infor System21 3.2
Publication date: December 13, 2021

Documentcode: OC




Contents

About this gUIAE ......cuiiieiii 9
a1 =Y o I=To JE= 10T =T o o - P 9
Related dOCUMENTS ... ettt et e e 9
1070 o1 = To (10T TN 1010 T o 9

Chapter 1  OVeIVIEW ... ..o e s e e s s s s s s e e s e e e s e sansnnnnns 1
RS0 010 = /S 11
(O70T 0] { =111 £ PP 13
Incoming and Outgoing Call......... oo e e 13
Take INCOMING Call ... ... e et et e e e e e e e e eanns 14
Take Conversational OrdEr ... ... .. e et e e e e eeans 14
(@ 10To] F= 1410 o' PR PPPRTRPPN 14
T A= Y410 ] T ] o =T - 14
REACHIVE SEIIING....ce i e ettt e ans 15

OPErator ASSISIANCE .....ei e et aa e 15
Product SEarCh ... ... e 15
BUYING LiSES .ttt e e et e aaas 16
N [=To Lo 1 U= 14 (o o PPN 18
Proactive SEIIING .......c.u i e e e ea e 19
PrOMOIONS ... e ettt e et e et e e ea e aaas 19
Other Views and OVEITIAES .........iii et e e e e et e e e e anaees 20
Change Delivery and Ship on Creating Order..........ccoiiiiiiiiiii e 20
LU aT o T oo TR K ) €= £ P 20
ST T =T 1= 20
107 0 XTI o =T S 21
L7 =T (0 N 22
PaymeEnt TeIMS ... ettt e e e 23
DeliVEry PrOMISING .. ... ittt et et et et e e et e e e e e e e e e anas 23

Infor System21 Order Capture | 3



Contents

DUE aNd Ship Date.....ceeiiie i e e 25
Delivery AUtNOMSALION ... ... it 28
Order Line Delivery AQAreSS. ... .cu.ie ittt e e e e e eaees 29
=T ST o= o 1= 31
L@ (o T - o [ PP 31
Y4 1=T0To IO o [T P 31
Text @nd INSTIUCTIONS . ... et e e e 32
N0 £ PSPPI 32
=T o Lo 32
o Yo 11 Tox G N\ o] =Y 32
L0 (o =Y =Y g QOO 33
Preparation COAES. . ... ... 34
=Y o B O (o 1= ¢ TSR 34
(0707 o} V@ (o 1= PP 35
S F= 1= o L= | (=T o o PP 35
RS TU o] o 1V e 11 1 A @ L7 =Ty o P 36
Enterprise SUPPIlY Chains ........ooiiiiie et e e e e 37
Build Enterprise Supply Chain ..o e 38
Enterprise Supply Chain RECOVENY.......couiii e 38
Enterprise Supply Chain AmMendment...........oooiiiiiiiii e 38
=BT o TS To 101 (o] 1o Vo [ 42
Transfer Order SOUIMCING .....ccuuiii et e e e et e e e e e e eneens 43
ReVIEW SUPPIY SOIULION. ...t e e e e e e e e e e 44
YT TU e IS o o] 46
(O] (o= ST U] o 1= g TS o o FA TSR 47
1020 0T Y o 1= PP 50
RS2 1 TSI 1S 50
RS Yo A 1 €T 54
(00T 1 2= 11 LY 1110 o < TSP 55
O 10 TS 56
L2 S 56
e 0T LU 5= 57
TOUCKH POINTS .. et 57
DeliVEry and Ship .. ... 58

4| Infor System21 Order Capture



Contents

Delivery and Ship WIindOW EXit...........ooiuiiiii e e 58

S TU] o] o 1V Te ] 11 o o 1PN 58

0T 101 o3 1T TN o1 | P 59
(D=1 L= = (o TV Y2 PP 59
Customer KM WINAOW. ... et e e e e e e e eeeans 59
Inventory Cost TOUCh POINt ... e 59
Item Criticality TOUCh POINt.... ... e 60
Item Order Quantity TOUCh POiNt... ..o 60
Supply Point TOUCH POINt......c.u e 60
Order Capture - CoNfirm.. ... e e 60
(@80T (N =Yo7 o1 = 4o o NP 61
Quote line icon and promise date..........o.viuiii i 62
Touch Point Implementation......... ... e 62
Feature ConfigUIatioN. .. ... .o et 62
Default and Optional BEhaviour............o..iiiiii e 62
(070 o170 [0 = 1o o TP 70

Cache Considerations (SUPPHET) ......iuniiieiie e e e e 71
Menu and OpPLION SECUNLY .......ieeiii e e e 71
[0 [ @70 ] g 1= (o 1T = 14 o] o = 72
Chapter 2 Order Fulfilment OVerview ..........ccocoiiiiiiiicicccr s s s s e e e e 73
a1 (o To 18 T3 1 o Y o 50 73
SUPPIY RUIES ..ttt e e e e e e e e e e e ean 73
L Y=Y TN 74
=TT (=T g = g oIS (=T o 1= PP 75
SOUMCING ENGINE. ..o e 75
Use and Configuration ..........o..iiinii e e 76
Lead Times and PromiS@ Dates ..........veuiiiiiiiii e 85
SUPPIY MEINOAS. ... e e et aa e 89
Allocate from STOCK (ALC) .. cuuiiei e e 89
FOrce AlIOCate (FAL)... ..o e e e 9

F =] g L E= YN =T o I I I PP 92
BUY 10 Order (BBP)... e e 94
Buy to Order - Direct Delivery (DIR) ......cvuiiiiiiiee e 96
Enterprise SUPPIY (ENT) conie e 99
Enterprise Supply - Direct Delivery (END)......coiiniiiiiie e 101
Transfer 10 Order (JIT) ..o e e e e e e e eees 104
Make to Order Supply Method (M20)........coeniiiiiii e 106

Infor System21 Order Capture |5



Contents

RESENVALIONS (RES)... ittt e et e e e e e e e eenaaas 109
BaCK Order (BOD ) .....ceu ittt ettt e ettt e e e e e e e 116
FOrward Order (FOD). . ...t et 117
DO NOt SOUIMCE (DINS) ...ttt e e et e e e e e e e een s 118

NO SUPPIY (NS P ) e ettt e et e et e e e e e e eenaans 119
Order Entry @and AMENQ. ... ... it 120
Order Entry = Initial SUPPIY c.nvenii e 120
Order ENtry = Chang ... ..o e e 120

L0 (o 1= g o 4= o o PP 121
SOUICEADIE ...t 121

F N =T To I T=T o (== T PP 124
Keep Previous ReSUItS ON EIMTOr.........oouiiiiii e 125
Cash WIth Order ... e e e 126
Proforma INVOICE... ..o e e e 126
Proforma Invoice and Cash with Order.......... ..o 126

[ ToTeY ¢ a'e I o T 0o T o1 { (o) AU S 126
1071 To 11 @= (o [ o =Y 126
Chapter 3  Order Capture ... ..o e s s e s s s e s e s e s e s e renrenranns 129
L@ YT Y1 PSPPSR 129
L0 o =T 1= 4 o 129

e o TS | o o 130
Call List WINAOW......eiiiiiei e e e e aeeaes 130
Refresh Call List........cooniiuiiii e 131
INCOMING WINAOW. ... eeiiiii e e e e et e e e e e e e e et e e e e e eeneeen 132
Pended WINAOW. ... ..o e e e e e e e e e 134
AMENA WINAOW . ..o et e e e et e e e e e e aaaaas 135
OUESTANAING OFAEIS ...t e e et e e e e eees 137
LO10E] (o] a1 gAY = 4 o1 o Vo T 138
REACHIVE ... 140
RebUIId BUYING LiSt....uiieiiii i e e e e e e eanas 144

Price Negotiation..... ... e 144
Remove Item from Buying List.........coouiiiiii e 147
Review SUPPIY SOIULION......coe e e 150

RS T= 1= o A 0¥ o | 154
SUPPIEr DEtAilS . ... 169

ViIieW ProdUCt NOLES ... 173

Lo 3 I T 1= P 173

6 | Infor System21 Order Capture



Contents

ViIieW Kit DELAIlS ....coieiii e 174
Creating Ad-hoC (SOft) KitS....iiuiiiiiei e 177

e o= = Vo U 180
Date ENQUINY .. e et 182
PrevioUS OIS ......ou it e e e 183
Deliver TO 0P ION ..o e 184
Multiple Unit ENtry.. ... e 186
Line Date Harmonization ... 187
REM WaArNINGS . ...ttt e e e e 188
(=27 o T UL S 189
=T LT 1 o 1= P 190
Add line using customer item COUE.........iiiiiiiii i 191
Create customer itemM COAE..........uiiiiiiii i 193
Add line using dealer @lias ...........ccuiiiiiiiii e 193

L0 o [T = o O 195
CoPY AN Paste. ... oo 197
PrOACHIVE ... e 198
S AT .o 199
Fast SEaICN ... e 202
PrOMOLIONS .. e e 203
Order INfOIMATION . ... e 210
RUNNING TOTaIS ... e 210
Charge DEtails ......ccuiiiiie e 212
LTS T S Vo 1= 212

LA t= T o L o 213
Order HarmomnizZation. ...........iiuii e 215
Tax ENQUINY WINAOW ... oo et e 216
L0710 11 0= T o P 218
Customer Information WINAOWS..........oouiiiiii e e e 219
B USINMES S, ..ttt e aan 219
=T o Lo & S 221
N[0 ) = 3PS 221
D BlIV BTY .. e e 222
L7 | 223
T T S 223
PrOMOLIONS ..o e 224
L0 o =Y Y/ =T 0T PP 226
L@ o L= =1 o 1 oo T PP 226

Infor System21 Order Capture |7



Contents

F o oX= 13T (o] T @ o L= PPN 227

107 F=TaTo T @1 ] o] 4= PP 228
Change Delivery and ShiD ... ..o e 229
HEAAEr OVEITIAES .. cuuiitii e e et eas 234

L0 o L= =Y SO PP 253
SUSPENA COAES. ...ttt e e 255

L7 =T 0 257
RE-SOUICE . ... e e e 259
4 (0 S 259

1070 o1 =11 =1 =P 261
(07 || 1Y =T o T PP 263
107 o =TT 7 | P 263

107 7= g To 1T @70 o1 - (P 265

B oo ] £ 1Y 1= 3 T P 266
SYSIEM TOOIS ... e 266

S T=E (o] a @ o] 1o o PP 268
CUSTOMISALION .. ...t e 268

6= 1Yo 11 | 270
CoNfIgUIE [aYOUL ... ... e e 272

T - | 274
Transfer Order [B1/OMPY] ... ... e e 275
Transfer Order WINAOW...........ouuiiii e et e e et a e 275
Enter Consignment StoCK Transfer....... ... i e 276
ApPPENiX A GIOSSANY .....couiieieiiiii i ir e e e e e e e e e e e e m e em e rm e em e em s ren e rrmnrem e rennarennns 277

8| Infor System21 Order Capture



About this guide

The purposeofthis documentis to describe the functionsthat can be used within the Order Capture Module.

Intended audience

The guide is intended for any users of the OC Order Capture business module.

Related documents

You can find the documents in the product documentation section of the Infor Support Portal, as
described in "Contacting Infor" on page 9.

Contacting Infor

If you have questions about Infor products, go to Infor Concierge at https://concierge.infor.com/ and
create a supportincident.

The latest documentation is available from docs.infor.com or from the Infor Support Portal. To
access documentation on the Infor Support Portal, select Search > Browse Documentation. We
recommend that you check this portal periodically for updated documentation.

If you have comments about Infor documentation, contact documentation@infor.com.

Infor System21 Order Capture | 9
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Chapter 1 Overview

Summary

This document covers the use of the System21 Order Capture application (OM), including:

e Basic data maintenance
e The use of Order Capture
e The function and processing of the Sourcing Engine

It is assumed that base System21 data has already been established in the prerequisite Financials
and Customer Service and Logistics applications.

The order capture engine provides extensive capabilities in not only capturing orders, but also in
interacting with customers, where necessary.

The following is a high-level summary of the features provided.

Common Order Entry

Order capture provides a single point of entry for sales orders. It supports:
e Customer sales orders

e Web based orders (through web.connect)

o EDI sales orders

e Enterprise supply orders

Single User Interface

Order Capture employs an intuitive user interface for all customer sales orders. It supports:

e Alltypes of telephone orders
e Paper based orders
e Order amendment

all in a single user interface, reducing training and increasing efficiency.

Access to Customer Information

Order Capture provides one-click access to customer information, including:

Infor System21 Order Capture | 11
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e Order history

e Customer prices and negotiated special items
e Call and delivery information and instructions
o Contact and customer notes and instructions
e Customer account information

Efficient Call Handling

Order Capture, with Order Management, manages scheduled calls to customers:

e |t assigns planned calls to the most appropriate operator.
¢ It allows you to monitor and reallocate operator workload.
e |t allows youto planforseasonal closures.

Effective Stock Usage

Order Capture includes a sophisticated sourcing module. It allocates existing stock or sources each
line according to:

e Producttype

e The importance of the customer

e The delivery date

e The availability across all appropriate stockrooms
With configurable sourcing rules to select source by:
o Preferred source, cost, time or availability

e Sell alternatives where appropriate

e Buy or Direct Deliver

o Transfer goods from an alternative stockroom

e Source from a partner company

Prompt Order Requirements

With Order Capture the user can identify the order requirements promptly by:
e Viewing and copying recent orders

e Viewing recently ordered and negotiated price items

e Searching for product by description, attributes and previously ordered

o Validating quantities against history

o Viewing where and how sourced

Additional Potential Sales

Order Capture provides the user with prompts to sell additional product, as it identifies:

¢ Negotiated price items not ordered
e |tems ordered previously, but not ordered recently
e New productlines

and provides price information for negotiation:

12 | Infor System21 Order Capture
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Target and minimum item price

Real-time order values: goods, applicable discounts, surcharges, tax and order total
Customer price and discount information

Suspend Order

Order Capture can suspend a partially entered order and complete at a later time, or transfer the
order to different operator. This gives the user the ability to build the order over more than one
conversation, or pass the order to a more experienced operator for completion.

Plan Delivery

Order Capture will validate the customer delivery requirements, to make best use of resources. It

will:

Suggest delivery date based on planned delivery to customer or region

Apply surcharges based on order value or delivery required

Identify orders for collection

The sections that follow describe in some detail all of the key features.

Constraints

There are a number of features available in other System21 applications that are not currently
available in Order Capture. For reference they are listed here:

Display call list for a specific operator (change operator)
Identify customer by: three soft-coded customer attributes.
Configure items at point of entry

Incoming and Outgoing Call

This includes the following features:

Display contact details: name, company, telephone, etc.

Display customer call pattern

Display customer delivery pattern

Manage call: re-schedule etc.

Business notes: type, indicators, product types bought, restrictions

Rapport notes

Pricing details: customer price and discounts list plus any negotiated special items
Last order and call details for customer

Infor System21 Order Capture | 13
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e Agree next call date and time

Take Incoming Call

This includes the following features:

e Identify customer by name, post code, address, contact and telephone
e |dentify customer with search by characters anywhere within attributes
e Take planned outgoing call

Take Conversational Order

This includes the following features:

¢ Prompt operator with outstanding planned call
e Prompt operator with list of outstanding/pended orders with option to amend or create new order

Quotations

Quotations are taken through the normal order taking routes. At the point of confirming the quote a
quotation type must be selected.

Quotations types are defined in the Inventory Descriptions file under major type QTNO. Where the
Tax code forthe quotation typeis 1 or 2, all sourcing performed will be retained. Otherwise all
sourcing will be released.

Reservation Orders

A new order attribute ‘Order Type’ is available, the available types are Sales Order and Reservation.
The order type Sales Order is the existing type which all previous orders obey. The new type,
Reservation operates in most respects the same as for Sales Order, but with the following
exceptions:

e Reservation orders are notincluded in the AR allocated orders total for the customer.

o Reservation orders cannot be actioned by the sales order picking process.

e Reservation orders are sourced by the Reservation sourcing demand type.

14 | Infor System21 Order Capture
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Reactive Selling

Operator Assistance

The Reactive mode shows the user the buying lists that are relevant to the customer with a number
of details included in the product entry grid that will assist in taking the order.

Foreach product line it includes the following features:
e The product's normal price is initially shown, then updated with any discounted price as the order

is placed.

o |f there are special notes about the product, they are highlighted to bring them to the user's
attention.

o The last few previously ordered quantities are shown.
e If anitem is out of stock, this is highlighted on the line.

e When a product is out of stock, Sourcing rules can be configured to prompt the user to offer
alternative items.

Product Search

The Product Search facility within Order Capture allows different searches and then allows the
product to be ordered by entering the order requirements directly against the search results.

You can find product using:
e |tem code

e |tem description

e Inventory search words

o Purchasing search words
e |tem alias

e Search characteristics

e Buying list

Item Code Search

This matches against the Inventory item code. When performing a search, it will return any product
where the entered search string is matched anywhere within the code of the items.

Item Description Search

This matches against the item’s description, as established in the Inventory Item Master file. When
performing a search, it will return any product where the entered search string is matched anywhere
within the description of the items.

Infor System21 Order Capture | 15
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Note: It does not use the inventory item search words defined when adding the item in the Inventory
Management Items maintenance task.

Inventory Search Words

This matches against the item’s inventory search words, as established in the Inventory
Management Items maintenance task.

Purchasing Search Words

This matches against the item’s purchasing search words, as established in Purchase Management.
Item Alias
This matches against the item aliases, as established in Inventory Management.

Item Characteristic Search

Products can be identified with up to ten different characteristics, allowing a search to be performed
on one or many of these values to find a specific product.

To establish characteristic searching, the following data set up is required:

Create a search family for the item in Inventory Management. Up to ten characteristics can be
defined to categorise each product. This search family code and its characteristics are maintained
using the Search Family Codes maintenance task.

When adding a product in either the Inventory Management ltems maintenance task, orin the Order
Capture Item Sales Details task, you can specify the search values for the item. You need only
specify a search value against the categories that are appropriate to this item.

When you are taking an order, the Search tab allows a search by one or more of these
characteristics.

Buying List Search

Products can be searched by, characters entered in the ltem column will search the Iltem column of
the Buying List on the Reactive tab, any characters entered in the Product column will search the
Product column of the Buying List on the Reactive tab.

All searches are wildcard searches, if both Item and Product characters are entered, this performs
an “and” search.

The Characteristic button and Previously Ordered check box are unavailable when performing a
Buying List search.

Buying Lists

Buying Lists are lists of items with their current sales price, constructed into appropriate sets or
groups of items appropriate for the sales business. They are pre-prepared from the ltem Master file
and pricing details to make the order entry processing in Order Capture both more efficient and more
practical.
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There are essentially five types or methods of buying list:

Code Description List Method
HIST Sales Order History H
NEW New ltems N
SPL Special Price List L
PROM Promotions P
Any other Standard S

The first four of these lists are dynamically maintained by the system and are not maintainable via
System21 maintenance tasks.

e Sales Order History will build a buying list from the customer’s last few orders, to view sales
history within Order Capture. This buying list must be configured within the rule used by the
customer.

¢ New Items will build a buying list from new ltem Master file records, where the creation date is
less than the new item period. The new item time period, in days, is specified at installation time.

e Special Price List will build a buying list from the Advanced Pricing definitions if the customer
pricing structure includes a price list where the Price Type Category is set to SPL. Ensure there
is an SPL entry in the Inventory Descriptions file under major type OMPC.

o Promotions will build a buying list from the promotion item definitions where promotions apply to
the customer.

The Buying List headers for these three lists are created automatically when you create a new
company in Order Capture, so you do not need to add them in Buying Lists maintenance task.

Note: You might like to change the descriptions to something more appropriate. The names you use
are those presented as buying list groups on the Reactive tab.

The fifth type is any number of Static Buying Lists, built manually with items you choose to place in
each of the lists. They must have a list method code of S.

Note: The definition and building of these buying lists does not add prices at the time the list is first
defined; the prices are added during order taking or when scheduled customer buying list
regeneration takes place.

Before buying lists can be associated with a customer, a buying list rule is defined that specifies
which buying lists are grouped together. These buying list rules therefore enable any number of
groups or sets of buying lists to be defined to match the types or sets of customers that will be
served through Order Capture.

Within the rule, the buying lists are also defined in a sequence. This has two purposes:

¢ In the Reactive mode in Order Capture, the buying lists groups are displayed in this sequence. It
is the buying list’s description that is shown, but they are shown in ascending number sequence.

o If there is a Sales Order History buying list in the rule:

e Any Static buying lists in sequence before the History list will always appear

Infor System21 Order Capture | 17
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e Any Static buying list defined after the History list will not be shown once there are six orders
available to build that history. This allows for the standard lists to be presented until sufficient
history has built up for a new customer.

Once the buying list has been defined, it can be associated with selected customers or used in the
company profile as a customer default.

Note: putting this in the company profile means it will be applied to all customers.

Negotiation

Price Lists

Order Capture supports both kinds of System21 pricing:
e Standard Pricing

e Advanced Pricing

Once a customeris selected, the Pricing tab shows the pricing and discount types that are
applicable. It also shows the customer’s special price list if one exists.

If the Catchweight application is installed, it will also allow pricing by secondary units, often of
weight.

Target Prices

As an orderis placed fora product it is possible to use the price over cost mark up, to highlight to the
user the target and minimum price that should be achieved.

This will only be highlighted when individual products have been defined with the appropriate
parameters.

Firstly, mark up percentage codes need to be defined in the Inventory Descriptions file. The major
type is MKUP and a number of codes are added to represent percentages. The percentage is placed
in the Rate field.

A minimum of two codes must be defined: one for the target mark up and one for the minimum mark
up.

In the ltems Sales Details task, you then specify a target and minimum percentage mark up by
defining two mark up percentage codes.

During order taking, on the Reactive tab, a text box will be displayed when the cursoris moved over
the item code. This text box shows a target price and a minimum price. These have been calculated
as follows:

e Target priceis the unit cost of the item by the target mark up percentage.
e Minimum price is the unit cost of the item by the minimum mark up percentage.

Note: These costs are the latest unit costs according to the items costing method at the time the
buying list was last regenerated.
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Fixed Price

If the price for product is overridden on the Entry tab, this becomes a fixed price for this order line.
Normally the order will be suspended with a Fixed Price reason code to enable someone to review
the agreed price before the order is progressed. Whether or not the order is sourced, while
suspended with a Fixed Price reason code, depends on the configuration of the suspend codes.
Margin

The whole order margin is shown in the Running Totals. The margin value is shown based on the
discounted sales value minus the current cost. A margin percentage is shown in brackets, the
percentage being based on either cost or sales value as defined in the Sales Order Processing
company profile.

Proactive Selling

This includes the following features:

e Identify product not ordered this time which is usually ordered
¢ |dentify product with special negotiated price not ordered

e Identify new product lines

e Identify product not ordered this time which is on promotion

Promotions

Order Capture provides support for two promotion types:

Replacement Item Promotion

Order Capture provides prompts to the user where a replacement item promotion exists. A
replacement item is sold in place of the original item.

Freeloader Promotion

Order Capture provides prompts to the user where freeloader items are available. A freeloader is
free of charge and given in addition to the original item. Freeloaders can incur tax if appropriate.
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Other Views and Overrides

Change Delivery and Ship on Creating Order

A number of default customer details are brought through onto the order, but can be overridden
before the order details are taken. They include:

e Shipping details, including date

o Delivery details, including date and address

e Service level

e Supply point

o Booking in details

e Userorder type

e Order or Quotation

Running Totals

As product lines are entered and changed, and charges manually or automatically applied, the count
of order lines and their total value is reflected in the Running Totals section window.

Messages

In the Messages section on the right-hand side, a number of warning messages are displayed. By
hovering the cursor over the message, further detail is revealed.

The following are some of the message that can be displayed.

Unusual Quantity

It is possible to highlight the entry of exceptional quantities by establishing a tolerance parameter -
an order quantity tolerance percentage. As the quantity is entered during order taking, it is compared
with the average ordered quantity for this item and customer.

If the quantity ordered is greater than this percentage variance from the average, a warning
message is displayed.

This tolerance percentage is set up in the Inventory Descriptions file under major type MISC and
code ORTL. The rate field holds the percentage.

Unusual UOM

This warning message is displayed if the entered units are not the normal units for this product and
customer.
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Mixed Units

Previous orders of this product for this customer have been in different units of measure. This
warning is displayed to promptthe user to check that the entered units are correct.

Below Minimum Price

Where an item has mark up percentages defined and an entered fixed price is below the
recommended minimum price, this warning is displayed.

Late Ship
The product demand has been sourced but the supply will not meet the customers required date.
Not Sourced

A supply policy exists but no supply method was found that could source the demand, or the balance
of the demand. Use the Review Supply Solution to check the supply status of the order line.

Back Ordered
The supply policy has put the order on back order.
Supply Problem

There is no supply rule for this item or no supply policies in the rule to match the supply point. The
line will not have been sourced.

Order Suspension

The order has been suspended. The message detail shows the suspension reason code. The Edit
Suspend Codes option can be used to see the complete suspend status for the order.

Suspension Reason Release

The order has been released from one of the suspension reasons. The message detail shows the
suspension reason code. The Edit Suspend Codes option can be used to see any remaining
suspension reasons for the order.

Close Order

In the final phase of taking the order, the Wrap Up tab offers the following features:

e The total order values are shown.

e The delivery and shipping details can be overridden.

e The delivery address can be changed

e The order can be specified as being collected by the customer.
e The customer’s purchase order number can be recorded.

e The order can be recorded as a Reservation order.
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Charges

Additional charges can be applied to an order, over and above the order lines entered based on item
codes. These charges can be applied automatically or manually, with the charge value shown in the
order total.

These charges are subsequently confirmed in the Confirmation of Despatch task, which places them
on the customer’s invoice.

Charge Rules
There are three types of charge that can be applied automatically to an order:

o Adelivery charge is applied regardless of the order value.

e A minimum order charge will be applied if the order value is below a trigger value.

e A minimum order delivery charge will be applied if the order value is below a trigger value and
delivery is required.

The following overrides also apply:

o |f Customer Collects is chosen when taking an order, the delivery charge and minimum order
delivery charge will not be applied, but the minimum order charge will be applied.

o If Waive Charges is chosen when taking an order, all charges are waived.

The charge codes themselves have to be pre-defined in the Inventory Descriptions file under a major

type of SUNC. Ensure that the charge code has a valid Tax code attached to it; otherwise it will need

to be added to the order at Confirm Despatch. Any number of these codes can be selected here as
charge rules to be used in Order Capture.

For each charge rule, a default value is defined and, where applicable, a trigger value that triggers
the imposition of the charge.

For a Minimum Order charge type, the charge value can be a fixed amount if the order total is below
a minimum, or can be specified to make the order value up to a minimum value.

Charge Policies

Charge Policies are then constructed so that a variety or combination of charges can be
automatically calculated and applied to a sales order. The number of policies will depend on the
combinations required and mixture of customer or business types.

A charge policy can be associated with a customer so that Order Capture will automatically consider
each of the rules in the policy when taking an order for that customer, calculating and attaching the
appropriate charges to the sales order.

Additionally a charge policy can be associated with a service level so that Order Capture will also
consider each of the rules in that policy and add those charges to the sales order.

Manual Charge Override

Once the orderis in progress, any charges against the order can be displayed. These can then be
manually changed orremoved or new charges added as required.
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The charges initially displayed are those automatically added to the order according to the charge
policies for the customer and the service level. The initial list can then be altered and further charges
added.

If you try to add more than three charges to an order, you will be reminded of this limit but will be
allowed to continue. It is not an error at this stage because one of the charges may become inactive
before the orderis confirmed.

When you are attempting to complete the order on the Wrap-up tab, an error will be displayed if
there are more than three active charges. This is the System21 limit. You will need to display the
Charges window to alter or remove charges until there are no more than three charges on the order.

Order Taking

During order taking, the charges that currently apply are shown in the Charges section on the right-
hand side and the total of those charges is included in the Running Totals section.

Payment Terms

During order taking, at any point after the customer has been selected, the default payment terms
defined against a customerin Accounts Receivable may be displayed and overridden. This includes
the payment method, cash settlement discount and payment due dates.

Only authorised operators are allowed to perform this override. See section on Menu and Option
security.

Delivery Promising
There are anumber of key aspects:

e Derivation of a Due Date based on service level, working days and customer delivery profile
o Due Date validation against postcode profile
e Derivation of a Ship Date

Supply Point

A supply point is any valid stockroom defined in Inventory, which must also be a valid depot defined
in Sales Order Processing.

Each customer has a stockroom defined in the SOP Customer Sales Details, and this is the
customer's supply point for Order Capture. It can be changed during order taking and is the place
from which order fulfilment starts.

Service Level

Service level codes are used to define the type and duration of a particular type of service, these
codes having been associated with supply points to dictate a default service time for shipping goods
from that stockroom or supplier to a customer.
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The service level can be overridden during order taking.

Initially, the service level code, or the overridden service level code, is taken from the supply point
forthe order, and from this the number of service days is found.

Customers Required Due Date

On entry of a new sales order, the required due date is established.

Initially a suggested due date is calculated and offered, derived from standard service level, working
days and customer delivery schedule, but if this date is unacceptable it can be overridden to
customer's required due date.

|I]eriueRequired Due D ate |

| [Cowomer

............................................................................

\Service Level Service Time = uzual zupply lead time used to derive initial due date it |
inot ertered. Taken from initial supply stockroom Serdce Level or entered Service Level i
'avErticle. !

Customer
Serce Lewel
Today Service LT =O
S0
Required
Due date

A derived due date is then checked against the delivery day profiles to ensure that is a day on which
the customer will accept a delivery, and if not, the next acceptable delivery day is found.

Delivery Days

An optional delivery days mask can be established that defines on what days deliveries can be
made to a customer.

A customer delivery mask specifies the days on which an order can be delivered to a customer. If a
delivery is requested for a non-delivery day, the order will be suspended awaiting confirmation.

A postcode delivery mask specifies the days on which an order can be delivered to that postcode.
This allows for deliveries on a day not normally allowed for that customer, but where deliveries to
that postcode area are allowed.

There are anumber of stages to defining these masks and the way in which they are used when
entering an order.

The delivery name and address established in Accounts Receivable for each delivery sequence
should have a postcode.

The customer's sales details have a default stockroom, which is the supply point for an order raised
for this customer.

A function in the Supply Points maintenance task allows delivery point day masks to be generated
for customers that do not already have a delivery mask.
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A function in the Supply Points maintenance task allows a delivery point day mask to be maintained
forindividual customer delivery points. If the Generate option is not used, each customer’s schedule
can be defined individually.

Note: Although delivery day masks could be defined for a number of supply points, only the
schedule defined for the customer’s default stockroom is relevant and used.

These same delivery point day masks can also be maintained via the OM Customer Details task.
The mask maintained there is always for the customer’s default stockroom.

A function in the Supply Points maintenance task allows postcode delivery masks to be generated
forall customers in the company. This reviews all the customer delivery point day masks with the
same postcode, and produces a summary delivery mask, indicating all the days on which a delivery
is made in that area.

A function in the Supply Points maintenance task allows postcode delivery masks to be maintained
foranindividual postcode. If the Generate option is not used, each postcode mask can be defined
individually.

When you are taking an order through Order Capture, these masks are used by the software in a
number of ways.

Due and Ship Date

The following describes how the ship and dues dates are established in Order Capture.

The service level established for the orderidentifies the lead-times for establishing the customer due
date and the ship date from the supply point.

For the system date and time, establish the first working day from the working days calendar and
cut-off time for the supply point. If no working days established, current date is first working day. If
the system date and time is before the first working day and cut-off time, then the first working day is
established. If the system day and time is after the first working day and cut-off time, then first
working day is the next working day from the working days calendar.

Once the first working day is established, the service level days will establish the earliest possible
due date for the customer based on the working days for the supply point, or if no working days
established, the service level days.

If the customer has a working days calendar established, the earliest possible due date will be the
first working day for the customer. If the customer has a delivery profile established, the earliest
possible due date can be verified as accepting delivery to the customer. If the customer does not
accept delivery on that date, the next working day for the customer can be verified as accepting
delivery, this process continues until an acceptable date is found.
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Due Date Calculation
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¥

Delivery

accepted?
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[Earliest possible due date established]
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Ship Date

On the service level is also a number of shipping days. This is the number of days it takes to deliver
goods from this supply point to the customer, based on the service level chosen.

The ship date is calculated as this number of days prior to the customer’s due date, excluding any
none working days for the supply point and becomes the Sales Order Promise Ship Date.

|I]eriueShip Date |

| [Cossomer

=

1Service Level Service Time = usual supply lead time used to derive initisl due dateif |
inot ertered. Taken from inftial supply stockroom Service Level or entered Serdce Level E
Em-erride. ]
\Service Level Shipping Time = from supply point to customer. E

Serice Lewel .
Today Senice LT 'O

Supply
Paint Custamer
Stockroom

[ : Shipping

Note: It is possible for the order fulfilment supply rules to determine that the supply may not be

available at the supply point in time to achieve the customer’s due date. This is discussed further in
that section of this document.
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Ship Date Calculation

Due Date
Suppl Service
Poiﬁ Y Find latest IE]eTel
i elive
Working ship date Dare ry
Days

Delivery Authorisation

When manually overriding the delivery date, Order Capture will check that day is a delivery day for
the customer’s delivery point:

If it is a delivery day, the order is accepted without suspension.

If it is not a customer delivery day, the order will be suspended with the suspend code OA to await
authorisation that the order can be accepted.

Also, when overriding the delivery date, if the customer does not normally take deliveries on that
day, it will check that the day is a delivery day in the postcode days mask for the customer’s
postcode.

If there is no overriding postcode delivery mask, the order will still be suspended.

If there is a postcode delivery mask and the requested day is still not a delivery day, the order is still
suspended.

But, if there is a postcode delivery mask and the requested day is an allowable delivery day, the
order is not suspended.

Note: If no delivery point or post code delivery masks are defined, all this processing is bypassed
and a delivery can be made on any day,

Note: This delivery mask checking is based on the customer’s supply point and not altered or
influenced by any other supply points on the order lines.
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Note: For postcode masks to work effectively, it may be necessary to define codes that represent
large areas rather than individual streets.

To define supply points, use the Supply Points task.

Ensure that the OA (Awaiting Authorisation) suspend code is added to the Inventory Descriptions
file, major type SUSP.

Order Line Delivery Address

Fora sales orderline, a single delivery address can be established, line level delivery addresses are
optional. An order header delivery address is mandatory. All delivery address must have common:

e Statement account, this gives common credit management and payment terms

e Currency

The following order header attributes apply to all order lines regardless of the line delivery address:

o Payment terms and overrides

e Pricing header overrides

e Currency overrides

e Order pricing time

o Document processing overrides

e Despatchinformation overrides

e Customer attribute overrides

e Sales details overrides

e Customer/order charges

e Print/EDI order acknowledgement

e Customer order reference optional/mandatory/unique

e Cash with order/proforma invoice/Prepayment

e Booking In control

e Promotion processing

The following order header attributes apply to order lines where no line delivery address is
established, i.e. where the order header and lines have a common delivery address:
e Delivery address override

e Invoice address override

The following order line attributes are established from line delivery address:

e Document processing defaults
e Despatchinformation defaults
e Customer attribute defaults

e Sales details defaults

e Customer item pricing
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e Customer item tax

e Stockroom or Supply Point

e Line allocation priority

e Servicelevel

e Line due date established from working days and delivery profile
e Order sourcing

o Customer restrictions

e US customer licensing

e Us state profile and violation rules

e Sales restrictions

e Customer container profiles

e Bonded customer requirements and validation
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Transcribe Order

The Transcribe tab offers a simple single line at a time entry of products, with a grid of order lines
that can be quickly amended or cancelled.

Order Pad

The Order Pad tab offers a simple multiple line entry of products with the facility to copy and paste
order lines from external documents such as spreadsheets or word documents.

Amend Order

When an existing order is picked up foramendment, most of the order details can be changed but
there are a number of significant restrictions. They mainly revolve around the current state of the
order - whether the orderis already being progressed for delivery to the customer or not.

Amend Quantities

See the Order Fulfilment section, which describes when order quantities can be changed.

Amend Delivery Due Date

In Order Amend, there are restrictions on when a due date can and cannot be changed, essentially
to prevent a date change that cannot be met and so should not be promised.

The following is a summary of those restrictions. For a fuller explanation refer to the description of
the individual supply methods in this product guide.

Change of due date is not allowed on a line where:
e Stock s already picked.
o The line is despatched.

Discrete back to back order methods and transfer order methods will permit date change and will
indicate to the user via the Messages any supply issues.

Where an order has been sourced by a supply order reservation and that orderis now fully received
and the stock allocated to the sales order, date change is allowed, as this stock is treated like a
normal allocation.

Change of date will not be allowed for enterprise orders where the supply orderis picked oris a
back-to-back, direct delivery or works order.
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Text and Instructions

Notes

Customer Instructions

The Customer Instructions tab allows you to view and alter customer text. The default is for this text
to be associated with the External (E) usage code, but it can be configured to work with any usage
code of your choice.

If this text is updated, it is saved in the customer’s text record, and if it is updated beforeiit is used as
a default to order header text, the modified text will be seen in the Text window.

Customer Messages

The Customer Messages tab also allows you to view and alter customer text. The default is for this
text to be associated with the Internal (l) usage code, but again it can be configured to work with any
usage code of your choice.

If this text is updated, it is saved in the customer’s text record, and if it is updated before it is used as
a default to order header text, the modified text will be seen in the Text window.

Note: Currently there is no language option on the Customer Instructions and Customer Messages
tabs; this text is always associated with the blank language.

Rapport

Contact Text

The Rapport tab allows you to view and alter contact text. This is defaulted from any text you may
have established against a customer contact.

If this text is updated, it is saved in the customer’s contact text record.

Note: Currently there is no language option for the Customer Contact text; this text is always
associated with the blank language.

Product Notes

This option against a product line shows all the text associated with an item, for all of the usage
codes that have been chosen for display as product notes. This choice of usage codes is defined
with an Inventory Descriptions file entry of PNGR for each of the usage codes (type USGC) that
should be displayed as product notes.

The text cannot be changed.
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Note: Currently there is no language option on the Product Notes window; this text is always
associated with the blank language.

Order Text

Text Entry

Text can be applied to the order header and to individual order lines viaa common Text
Maintenance window.

This allows for text to be entered for any of the usage codes previously defined in the Inventory
Descriptions file, under major type USGC. The way in which this text is subsequently used and
printed on the picking notes, delivery notes and invoices is controlled by the standard Document
Text Profiles task in Inventory Management.

It also allows for text to be defined in any of three possible languages:

The No Language, or blank language code, is the language in which System21 is operating and in
which the majority of the data has been established and normally seen or printed.

The Despatch Note Language is by default the language of the customer receiving the goods. This
is the language code defined on the Customer Name and Address details for the customer and
delivery sequence code. This language code can be overridden during order taking or at point of
despatch. It is used to switch item descriptions and text to an alternative language version when
printing the despatch note.

The Invoice Language is by default the language of the customer receiving the invoice. This is the
language code defined on the Customer Name and Address details for the customer and delivery
sequence code, unless a specific invoice account has been established. This language code can be
overridden during order taking. It is used to switch item descriptions and text to an alternative
language version when printing the Invoice.

Note: If text does not exist in the language of the despatch note or invoice, none will be printed;
there is no concept of defaulting to the 'blank' language.

Default Text Types

The Default Text Types option in Inventory Management allows text to be defaulted on to an order,
based on the text previously established for a customer or an item.

During order taking in Order Capture, if text is about to be added for a Usage Code and Language
with a default profile defined, the text window is initially shown with that default text for the user to
accept, change, clear or ignore as appropriate. It is the modified textthat is saved on the order.

There are two kinds of default text:

o Customer text can become a default for order header text in the Order Text option.
e ltem text can become a default for order line text in the View Line Text option.

Note: If you are using multiple languages, remember to enter the text for each of the languages
required.
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Note: The default text profiles are also used when displaying text in the order enquires, or printing
text on a picking note, despatch note or invoice. If no text exists on the order header or line, and
there is a default profile defined, the default text from the customer or item is printed.

Preparation Codes

Preparation codes can be used to associate various blocks of text with an item, and then, using the
standard printing options, choose where and when to print that text.

They would be used where special instructions need to be captured during Order Entry but, in order
to avoid repeated entry of the same text, those common blocks of text are stored against these
codes. The preparation codes are then associated with items. When the item is entered in Order
Capture, the list of available codes is presented and the associated textfor the chosen code stored
onthe order.

Note: An example would be where an item needs some special preparation during the picking phase
and those preparation instructions are printed on the picking note.

This text has a text type of Q and for automatic transfer to sales order lines you must use usage

code Q. If preparation text for other usage codes is set up, it will not be transferred to sales order
lines. Ensure that you set up the text type Q and usage code Qin the Inventory Descriptions file

under major types TTYP and USGC.

As line text it will have a text type of L and usage code of *. Ensure that usage code *is set up in the
Inventory Descriptions file.

Pend Orders

During the taking of an order, the user can pend an order and return to the order later for completion
or pend the order to pass the order to another user for completion. Pending an order saves the order
details but does not update System21. A pended orderis un-sourced.

When pending an order, areason is recorded. These must be set up in the Inventory Descriptions
file under major type OMPR, with as many reason codes as required.

The Pend Order option is launched from the File menu.

A list of pended orders is seen on both the Customer Order view and the Pended tab.
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Copy Order

Once order talking is in progress, the previous orders for the customer can be seen, and the product
lines copied into the new order. This is performed via the Previous tab.

Saleable Item

Order Taking

A stocked item can be added to the order if one of the following is true: the item exists at the order
supply point or, where the item does not exist at the supply point, the item can be supplied via the
Order Capture supply rules and policies.

The following defines where an item must exist for an automatic supply method to be successful:

Exist at Sourcing

Supply Method Exist at Supply Point Point
Allocate (ALC) No Yes
Alternative (ALT) Yes No
Back Order (BOD) No Yes
Buy to Order (BBP) No Yes
Buy to Order - Direct Delivery (DIR) No Yes
Do not source (DNS) Yes No
Enterprise Order (ENT) Yes No
Enterprise Order - Direct Delivery (END) Yes No
Force allocate (FAL) No Yes
Forward Order (FOD) No Yes
Reservation (RES) No Yes
Transfer Order (JIT) Yes Yes
Buying Lists

The Reactive tab now shows all items, not just items defined to the customer’s default supply point.
Item Search
The item search now shows all items, not just items defined to the customer’s default supply point.

Default Unit of Measure
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Order taking will assume the default unit of sale defined in Inventory. Where the item does not exist
at the supply point, the item’s default sales unit will be assumed. If no default sales unit exists, the
item issue unit will be assumed for the entry unit of measure.

Order Quantities

The pack size available for sale is defined by the Inventory Management ltem Master file. When the
Sales Unit Indicatorfield is set to 0, this indicates that multiples of stock unit must be sold. A value of
1 indicates that any valid unit can be sold.

Supply Point Override

At any time during the order taking process, the user can override the supply point for the order. This
can be done from the Delivery and Ship window or from the Wrap Up tab.

The supply point is used to derive the supply rules and policies and the service level. The service
level derives the delivery and ship dates, service level charges and customer prices.

Supply Point Override - Processing

The Delivery and Ship window and the Wrap Up tab show the current supply point for the order and
allow override. Overriding the supply point will alter the following order header delivery and ship
attributes:

e Order header supply point

e Order service level from service level

e Order due and ship dates from service level

e Order charges from service level

The supply point, service level, due and ship date are applied to orderlines based on a user
selection; whether the override is applied is dependent on the following:

Line delivery date Manual supply Override

User selection override exists override exists applied to line
Make default and apply to all lines Yes Yes Yes

Make default and apply to all lines Yes No Yes

Make default and apply to all lines No Yes Yes

Make default and apply to all lines No No Yes

Make default for new lines Yes Yes No

Make default for new lines Yes No No

Make default for new lines No Yes No

Make default for new lines No No No
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Apply to lines without override Yes Yes No
Apply to lines without override Yes No No
Apply to lines without override No Yes No
Apply to lines without override No No Yes

Order Line Supply Point Override Processing

Where a supply point override is applied to aline the following processes will occur for the line:
e Apply header supply point to line

o Apply header service level to line

e Apply header due and ship dates to line

e Price line (only applicable where delivery date change occurs)

o Supply line with new attributes of Supply point, Due date and Ship date

Order Line Supply Point Override Processing - Exceptions

Supply point overrides will not be applied to aline for the following reasons:

e The line is picked or part despatched

e The line is cancelled orcomplete

o The item cannot be sourced from the supply point (when the item is not stocked at the supply
point)

e The line is part of an enterprise supply chain (Order Amend only)

e The line is supplied by a Buy to Order (including direct) and purchase order has been released
(Order Amend only)

e The line is supplied by a Work Order (Order Amend only)

o The line is supplied by a Transfer to Order and the transfer cannot be cancelled (Order Amend
only)

Enterprise Supply Chains

Enterprise Supply chains are built by Order Capture, Batch Sourcing or EDI Order Sourcing where
the supply rules are established to use the Enterprise supply methods.

The sales company Sales Order sourcing rules identify places and sequence of sourcing;
additionally at the time of sourcing the sales order demand, the system executes sourcing in the
supply company. If sourcing is successful in the supply company, sales company sourcing is
successful. Any sourcing decisions based on lead-time or cost are based on actual supply order
lead-times or costs.
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Build Enterprise Supply Chain

The decision to source from within the enterprise is made by the Order Capture supply rules. The
decision is based on the following attributes:

e The customer or attribute thereof
e The item or attribute thereof

e The supply point

e The due date

o The ship date

o Lead-times within the supply chain

Enterprise Supply Chain Recovery

Where a supply chain has failed to complete, System21 provides recovery options to complete the
building of the chain. Possible reasons and recovery steps are described below.

Work Management Not Active

At the point of taking the order, if Work Management is not running, the supply chain will not be built.
This is seen in System21 as a sales order with a requisition for the enterprise supplier and no supply
chain. To recover the order and build the supply chain, start the Work Management system and the
OM subsystem. Work Management will process the requisition through to a purchase order and then
request the supply order to be built through Order Capture via the OM subsystem.

Supply Order Create Failure

If Order Capture encounters a failure during the supply order creation, the order will be marked as
being in error in System21. Orders that are in error are only visible to Order Capture and cannot be
processed in System21.

These orders can be viewed and amended from the Order Capture Pended tab. An Errors menu
option displays a list of errors for the order; these errors can then be corrected in Order Capture or
other System21 application and the supply order can be confirmed into System21 and the chain
built.

Enterprise Supply Chain Amendment

The sections below describe the behaviour for changed, new and deleted sales orders.

Sales Line Quantity Change

A sales orderline that is supplied via an Enterprise supply chain can record a change in item
requirement; i.e. it can increase or decrease the order line quantity:
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Action Change to Supply
required Condition Change to Sales Order Order
Increase Sales order line Increases line quantity Adds line for additional
quantity outstanding quantity to existing
supply order.
Creates extra INP71
link
Increase Sales order line No change allowed to -
quantity complete line
Manually add an Adds new line to
additional line existing supply order
Decrease Sales order line Decreases line quantity Decreases line quantity
quantity outstanding and Sgpply (depending on existing (depending on existing
order line outstanding conditions) conditions)
Decrease Sales order line No change allowed -
quantity complete or Supply

ordercomplete

Add New Sales Line

A new sales order must either add to the existing supply chain or create a new chain if permitted:

Action Change to Supply

required Condition Change to Sales Order  Order

Add new line Sales order outstanding  Adds line Adds line to existing
and Supply order supply order
outstanding

Add new line Sales order outstanding Manually raise an New supply order
and Supply order additional order created
complete

Add new line Sales order outstanding  Adds line New supply order

and New supply order
required

created

Source Outstanding Quantity

An outstanding quantity can be sourced by an enterprise supply chain if permitted:

Action Change to Supply
required Condition Change to Sales Order  Order

Source Supply order Sources the line Adds line to existing
previously outstanding supply order
unsourced
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quantity

Source Supply order complete Line cannot be sourced -

previously Manually move New supply order
unsoqrced demand to an created

quantity additional sales order

Source No previous supply Sources the line New supply order
previously order created
unsourced

quantity

Delete Sales Line

A sales line can be deleted and cancel the supply chain if permitted:

Action
required

Condition

Change to Sales Order

Change to Supply
Order

Delete line

Sales order line
outstanding and not on
pick, and Supply order
line outstanding and not
on pick ordespatched

Removes line

Removes supply order
lines (could be more
than one supply)

Delete line

otherwise

No change allowed

Amend Sales Order Due Date

A sales line due date can be amended if permitted:

Action Change to Supply

required Condition Change to Sales Order  Order

Change due Sales order line Changes due date Changes the due date

date outstanding (depending on date
rule)

Change due Sales order line No change allowed to -

date complete line

Date rule: Order Capture can be configured to not update the supply order due date, see the Order
Capture Installation & Administration Guide.

Supply Chain Not Built

If a supply chainis not processed or failed, amendment to the sales is not permitted:
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Action required

Condition

Change to Sales
Order

Change to Supply
Order

Add new sales
line

Sales order
outstanding and
supply chain not built

Cannot add line

Source Sales order Enterprise sourcing -
outstanding outstanding and ignored — continue
quantity supply chain not built sourcing
Increase Sales order Cannot increase -
quantity outstanding and quantity

supply chain built
Decrease Sales order Cannot decrease -
quantity outstanding and quantity

supply chain built
Change due Sales order Cannot change due -
date outstanding and date

supply chain built

Batch Sourcing
An outstanding quantity can be Batch Sourced if permitted:

Action Change to Supply
required Condition Change to Sales Order Order
Source Sales order line Quantity sourced New supply order
outstanding outstanding and no
quantity supply order
Source Sales order line Quantity sourced Adds line to existing
outstanding outstanding and supply order
quantity outstanding supply
order
Source Sales order line Enterprise sourcing -
outstanding outstanding and supply ignored — continue
quantity order complete sourcing
Source Sales order line Enterprise sourcing -
outstanding outstanding and supply ignored —no other
quantity chain not built sourcing considered
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Batch Sourcing

The supply rules established for use in Order Capture can both deliberately or accidentally leave an
order line un-sourced. It is possible to return to Order Capture at a later stage to select the order and
make a new attempt to source the lines, but that has to be performed for each order individually.

The Batch Order Sourcing task allows a number of orders to be processed in one task, an audit
report being printed that shows the orders falling within the selection criteria and the resultant status
of the sourcing.

For the selected orders, the un-sourced and partially sourced lines are identified and passed to
Order Capture for sourcing via the Sourcing Engine. The supply rules are retrieved in the normal
manner and used to identify the most appropriate method of supply, updating the sales order, supply
results, and any other elements of a supply chainin the usual way.

Lines that have previously been sourced may have returned a positive supply result from their earlier
sourcing attempt but still have an outstanding quantity. The following are those kinds of supply
methods:

e Do not source (DNS)where the quantity is still outstanding.

e Back order (BOD) where quantity is outstanding but also on back order.

e Forward order (FOD) where the quantity is outstanding.

o No supply (NSP)where no supply method was previously found so the quantity is outstanding.

In each of these cases, the order line is deemed to be outstanding, or partially outstanding, and so is
included for a new attempt at sourcing in this batch sourcing run.

Lines that have been partially sourced, and therefore have a partial outstanding balance, are
processed by the Sourcing Engine in this Batch Sourcing mode, in the same way as they would be
treated in Order Amendment; it tries to source the outstanding balance on the line.

Whether it re-sources order lines already on back-order depends on a selection option.

Include back-orders Exclude back-orders

Un-sourced Quantity Outstanding less Quantity Quantity Outstanding less Quantity
Reserved is equal to Quantity Ordered Reserved is also not on back-order

Partially Quantity Outstanding less Quantity Quantity Outstanding less Quantity
Reserved is not equal to Quantity .

Un-sourced Reserved is also not on back-order

Ordered but is greater than zero

Note: The default is to include back orders

The orders are processed by line priority sequence, then line due date. The default priority sequence
is established from the Allocation priority from the Customer Sales Details in Sales Order
Processing.

Batch Sourcing supports sourcing by priority and due date and includes part delivery and back order
cancellation logic.
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Once the set of selected orders has been processed, the Batch Order Sourcing Audit report is
produced to show the results of this sourcing.

During the auto-sourcing of Buy to Order (back-to-back) and Direct Delivery orders, a supplieris
ignored if its item/supplier profile is set to Inactive or Unauthorised.

Similarly, such suppliers are ignored when presenting the list of suppliers for manual selection.

Subsequent amendment of such orders allows the existing supplier to be retained irrespective of its
item/supplier profile status. However, if re-sourcing is attempted, the above sourcing rules are
applied.

Enterprise Orders are not affected by item/supplier profile status.

Batch Allocation
Caution: The use of Batch Allocation is not recommended. See the notes that follow.

Batch Allocation does not use the supply rules; it follows the usual allocation time fence and
customer priority approach to determining which order lines are allocated. A mix of supply rules and
batch allocation is likely to cause order fulfilment issues.

If the Depot Time Fence used by Batch Allocation is not the same as the Current Demand time
fence in the supply rules, the two tasks would allocate orders up to a different due date.

Manual Sourcing and Manual Allocation

Manual Order Sourcing means using Order Capture to pick up a selected order, then take the
Sourcing option to perform sourcing on un-sourced lines.

Manual Allocation does not use the supply rules; it allows an order line to have its outstanding
quantity allocated from the order's stockroom. It is still possible to use this task, as the result is an
allocated order line, that allocation being subsequently detected by sourcing as a sourced line.
Therefore it can be used, but should be used carefully.

Transfer Order Sourcing

Batch Sourcing will source Transfer orders raised by DRP or the Order Capture Transfer Order
option. Orders are processed following the same priority sequence and due date logic and source
utilising the Transfer Order demand type established by the supply rules.

Note: Sales Orders and Transfer Orders are sourced together by Batch Sourcing.

Container Tracking Active

When container tracking is active, Batch Sourcing will source Order Capture transfer orders
following the same rules and policies as for manual Order Capture transfer orders.

Caution: DRP transfer orders will not be sourced, as they do not support container tracked items.

Container Tracking Inactive
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When container tracking is inactive, Batch Sourcing will source both Order Capture and DRP
transfer orders. Sourcing follows the same rules and policies as for manual Order Capture transfer

orders.

Review Supply Solution

Having entered a demand quantity for a product in any of the product entry modes, the system
attempts to source that demand. The Review Supply Solution menu option is then available on that
line allowing you to see the result of that sourcing process, showing the way in which the productis

supplied.

When selecting an existing order foramendment, the supply position of each line is checked to
ensure that the supply results continually reflect the current status of the order. This allows Order
Capture to recognise where other System21 tasks have been used that change the state of the
supply, including the status of the lines being picked or having been despatched.

When the Review Supply Solution option is used to show these supply results, the supply methods
shown indicate the following conditions:

Supply Method Code Indicates in Order Entry Indicates in Order Amend

Allocate ALC Available stock will be Stock has been allocated
allocated.

Force allocate FAL Unavailable stock will be Stock was force allocated in Order
allocated. Capture. See note (1).

Back order BOD The outstanding balance will  An outstanding balance on back
be placed on back order. order.

Forward order FOD The outstanding balance will  Supply was left as a forward order
be left as a forward order. by Order Capture. See note (2).

Buy to order BBP A back-to-back purchase order A back-to-back purchase requisition

will be raised has been raised, but not yet
converted to a purchase order;

or an outstanding balance on an
purchase order not yet received.

Buy to orderdirect DIR
delivery

A back-to-back purchase order A back-to-back purchase requisition

will be raised for delivery to thehas been raised for delivery to the

customer. customer, but not yet converted to a
purchase order,;

or an outstanding balance on an
purchase order not yet delivered to
the customer.
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Enterprise supply ENT A internal purchase order will A internal purchase requisition has

be raised been raised;
or an outstanding balance on an
internal purchase order not yet
received.

Enterprise supply END An internal purchase order will A internal purchase requisition has

Direct Delivery be raised for direct delivery to been raised for delivery to the
the customer. customer,

or an outstanding balance on an
internal purchase order not yet
delivered to the customer.

Reservation RES The purchase order or works An outstanding balance ona
order will be reserved against reserved purchase order not yet
this sales order line. received.

Make to order M20 A works order will be raised to An outstanding balance on a works
make the full quantity of the  order not yet made.
item.

Transfer to order  JIT A transfer order will beraised An outstanding balance on a
to transfer available stock fromtransfer order waiting to be
another stockroom to the transferred to the supply point.
supply point.

On Pick PIK (N/a) Quantity on a pick note not yet

confirmed as despatched.

Despatched DES (N/a) Quantity despatched to the

customer.

Did not supply NSP No supply rule has been found A no supply condition was detected
forthe item; when the order was first sourced.
orthe supply rule has been
followed but there is no supply,
and no policy defined to record
the outstanding balance.

Do not source DNS The supply rule states it should There is an outstanding quantity not

be left outstanding. sourced and not on back order.

Note: (N/a) means that this condition is not applicable.

Note: Where an order has been allocated outside Order Capture, it may no longer be possible to
determine if that allocation was forced or not, so this may show simply as Allocated.
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Note: Where an order has been allocated outside Order Capture, it may no longer be possible to
distinguish between a forward order and one that is merely outstanding. Outstanding orders are
shown either as Not Sourced or as Back Order if there has been an allocation attempt.

Re-source

There is a Re-source option available on the Supply Solution window that allows the sourcing of the
line to be re-tried.

If the Reject option has previously been used to exclude certain supplies and no better source of
supply was found, this Re-source option may be useful to reserve those supplies again.

Reject
There is also a Reject option available. Used in conjunction with the Reject checkbox against the
supply lines, this option allows the user to override the system’s recommendation.

It allows a sourcing point to be excluded from eventual supply, by rejecting this solution and
requesting the system to continue with the sourcing process to find the next available supply. What
is found next depends entirely on what is defined in the supply rules; the user has no other influence
on the decision.

If no other available supply is possible, it may well return with an outstanding balance.

Having reached this position in the supply rule - essentially the end of the rule - use of this Reject
option will have no further effect, as there is nothing further to search. At this point, it may be
necessary to use the Re-source option to re-establish the original recommendation and start again.

Note: Where late supplies have been suggested, this option can be useful to override the
recommendation to find a more appropriate source of supply.

Note: Where the supply rules fail to establish an appropriate supply, use the Manual Supply option
to select a source of supply.

Manual Supply

After the Order Capture supply engine has supplied or attempted to supply the sales order line,
where the actioned supply policy contains manual methods, the user can override the supply
solution.

From the Manual Supply window, the user can reject the current supply solution and select a place
and/or source of supply.

Manual Supply Methods

The following manual supply methods are currently supported:

MAL Manual Allocate Select a stockroom and allocate a quantity
MAT Manual Alternatives Display a list of alternative items and select a quantity
MBO Manual Back Order Select a stockroom and place a quantity on back order
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MFO Manual Forward Order Select a stockroom and forward order a quantity

MJT Manual Transfer Select a stockroom and create a back to back transfer to
move the goods from a stockroom to the supply point

MMK Manual Make to Order Create a back to back Work Order for a quantity

MRS Manual Reservation From a list of incoming supplies select a quantity to
reservation to the sales order line. The types of supply are
Purchase Orders, Enterprise Replenishment Orders and

Work Orders.
MSP Manual Supplier External  Select a supplier of the item and create a back to back
purchase order.
MSD Manual Supplier Direct Select to delivery direct to the customer from the supplier.
MFA Manual Force Allocate Unavailable stock will be allocated.
Note:

No sourcing points are required for manual methods.

For stock and planned supply methods (MAL, MBO, MFO, MRS), Order Capture displays all
available stockrooms for the item.

For make or buy methods (MMK, MSP and MSD), the order supply point is assumed.

For a manual transfer (MJT), all available stockrooms are displayed

For a manual alternative (MAT), all alternative items are displayed.

For Manual Force Allocate (MFA), there are no restrictions on demand type.

The Apply Constraint and Select Alternative By options have no behaviour for manual methods.

Batch Sourcing

Where a manual override is performed, Batch Sourcing will consider the sourcing point as fixed. All
manual sourcing will be retained, with the exception of outstanding stock methods, i.e. back or
forward ordered.

Order Suspension

When certain exceptions occur, an order is marked as Suspended, which restricts the subsequent
processing of the order through the Sales Order Processing cycle. Those restrictions include:

o Whether the order should be sourced and stock allocated or supplies reserved
o Whether the order should be picked and despatched
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A suspend code allows sourcing if the Inventory Descriptions entry SUSP for that code has an
indicator of 1 or 2 (in the Tax field).

There are many reasons why an order can be suspended, some automatic, some manual. These
include:

Credit reasons

Pricing reasons
Delivery date not a scheduled delivery to postcode

¢ Manual suspension, enquiry, query, etc.

Note: Pricing reasons for suspension can also be completely suppressed by setting the Rate Code
in the Inventory Descriptions file to 1.

Order Taking

During the taking or amending of a sales order, if an event occurs that results in a suspension, a
message is displayed in the Messages section on the right-hand side.

Even if a suspension message is showing, order lines will continue to be sourced as they are
entered on the basis that the order may no longer be suspended by the time the orderis completed.
If on order completion the order is suspended with a code that does not allow an order to be
sourced, the lines will then be un-sourced, stock that was temporarily allocated is de-allocated, and
any reservations are removed.

Using the Order Suspension window from the File menu, the user can view the current order
suspension status, and apply, override or remove a suspend reason.

Authority Checking

You can restrict user authority for operators to amend or release suspended orders. To do this, use
General Ledger Utilities. You can define these restrictions on a company or user level to all or
selected suspension reason codes.

Note: The OE application definitions are used.

If you choose to do this, an operatoris only authorised to release orders that are suspended with a
code to which they are authorised. If you do not choose to do this, each operator is authorised to
release all types of suspended order.

The automatic suspend codes fall into a hierarchy in number of priority groups, that are used to
identify the most significant reason when suspending an order, and to sequence the presentation of
the suspend codes on the Suspend Codes window.

Priority 1

e CT - Customer on litigation stop

e CU - Customer credit uncertain

e HT - Hierarchy on litigation stop

e HU - Hierarchy credit uncertain

e HP - Hierarchy suspended

e CP - Customer suspended
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Priority 2

e CS - Customeron stop

e HS - Hierarchy on stop
Priority 3

e CL - Credit limit exceeded

e HL - Hierarchy credit limit exceeded
Priority 4

e NP - Line not priced

Priority 5

e NV - Negative value

Priority 6

e FP - Fixed price line

Priority 7

e LR - Line delivery rejected

e LA - Line awaiting approval

e OR- Order delivery rejected
e OA - Order awaiting approval
e PF - Proformainvoice

e CW - Cash with order
e Bl -Booking in control

Priority 8
e User-defined suspend codes

Changing Suspend Codes

Suspended orders are held in System21 with the single highest priority suspend code. If a
suspended order is amended and the previous single suspend code before is not now the highest
priority, the highest priority suspend code will be added to the top of the list. For example, the order
may have been suspended as OA (Awaiting Authorisation) but the customer may now be over their
credit limit, in which case CL will be added to the top of the list.

If the System21 orderis now suspended with a new suspend code, that code will be added to the list
of suspend codes.

Note:
Suspended Order Release and Batch Pricing may also release an order from suspension.
Batch Pricing, Batch Allocation and Batch Sourcing may suspend an order.

If an order has not been sourced and the last suspend code is now removed, or the only remaining
suspend code now allows sourcing, all the lines on the order will now be sourced.
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ltem Types
Stocked Items
Stocked items are fully supported. All supply methods can be used for sourcing these types of item.

Non-stocked Items

Non-stocked items are partially supported.

The following supply methods are appropriate and can be defined in a supply rule associated with a
non-stocked item:

Supply Method

ALC Allocate

ALT Alternative item

BOD Back order

DNS Do not source

FAL Force allocate

FOD Forward order

BBP Buy to order

DIR Buy to order direct delivery

ENT Enterprise supply

END Enterprise supply direct delivery

Sales Kits

Standard Inventory-defined sales kits can be ordered in Order Capture and processed in the normal
manner through the Sales Order Processing functions. Each of the components is individually
sourced and the kit despatched from a single stockroom.

Kit Parent

The parent item is defined as usual in Inventory and also defined in all the stockrooms from which
the kit can be despatched (or as non-stocked). The definition of the sales kit is also defined as
normal in Inventory, with a fixed number of each component that makes up each kit.

The kit parent is given a sales price but does not maintain a stock balance.

When the kit parent item is ordered, it is the component items that are issued from stock, on the
assumption that they are assembled or packaged into kits. The internal picking list identifies the
components to be picked, and the external documentation describes the kit parent as the
despatched and invoiced item, with component items included for reference only.
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In Order Capture you see just a single line on the order, with the kit details shown via an additional
window.

When entering an order, the quantity entered is the number of kits required, and the due date
entered is the date on which the kit is required by the customer. The subsequent sourcing of the kit’s
components will be attempting to meet this same required due date for each component.

Because kit parent items are not normally stocked, the usual Out of Stock indicator on the product
entry tabs is suppressed.

Kit Components

The components are normal Inventory items, also defined to each stockroom from which they can be
issued.

Note: Ensure you have each component defined to all the same stockrooms as every other
component in the kit; otherwise a complete component sourcing may never be achieved.

The components do not need a sales price. It is not in any way the sum of the components that
make a kit’s sales price, it is always the sales price defined on the kit parent that is used fororder
entry and invoicing. Only if the components were also saleable in their own right would they need a
sales price.

Component Sourcing

Component items do not have to be normally stocked items; they can individually be sourced using
the supply methods.

Each component in the kit can also be sourced by its own appropriate method; there is no necessity
to source them all in the same manner. However, defining different supply methods for each
component with different lead times could result in an awkward mix of ship days, so this would have
to be defined with caution.

There are afew restrictions as to what supply methods can be used. The following table indicates
what is and is not allowable.

Supply Method Allowable

ALC Allocate Yes

ALT Alternative item No Ignored if encountered in a supply rule

BBP Buy to order Yes

BOD Back order Yes

DIR Buy to order direct No Prevented in Supply Rule Maintenance
delivery

DNS Do not source Yes

ENT Enterprise supply Yes

END Enterprise supply direct No Prevented in Supply Rule Maintenance
delivery

FAL Force allocate Yes
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FOD Forward order Yes
JIT Transfer to order (justin Yes
time)
M20 Make to order Yes
NSP No Supply -— Will be generated automatically if a supply rule fails to
source the demand
RES Reservation Yes

Alternative Kit Allocation

To cater for the variety of supply methods the Alternative Kit Allocation condition applies, which
means that each component is sourced and allocated as soon as possible without regard to
balancing the sourcing of all other components in the kit. This means that the Inventory
company/stockroom profile should be set to Alternative Kit Allocation.

Sales Kit Demand

Sourcing rules for kit components are associated with a supply point with their own demand type -
Sales Kit Demand.

This allows supply rules to be defined for components supplied as part of a kit to be separated from
rules defined for all other kinds of regular sales demand. You do not have to have separate rules for
kit demand; you could use the same rules for both kinds of demand, but it does at least give you the
option.

Note: This can be particularly useful if the kit components are also sold in their own right and need a
different supply rule.

Kitting Point
The kitting point is the stockroom where the components are assembled at the time of picking. To
ensure all components are on the same picking note they must have the same stockroom on the

sales order line, so once an appropriate stockroom is identified, all components have to be sourced
from that same sourcing point. This is described as the Kitting Point.

One of the components in the kit is identified as the primary or kitting component. At the present time
this is the first component added to the kit list when the kit is first defined.

Note: It is not the first in sequence in the alphabetical component list.
This kitting component will be shown first on the Kit Details window.

This component is the first to be sourced. The result of that component’s sourcing then determines
which stockroom is then used for the subsequent Kitting Point and order stockroom. The following
table shows whether the resultant sourcing point or supply point is used for the Kitting Point; it
depends on the first supply method, for the kitting component, that achieves a successful sourcing
result.
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Kitting Component’s first

Supply Method Kitting Point
ALC Allocate Sourcing Point
BBP Buy to order Sourcing Point
BOD Back order Sourcing Point
DNS Do not source Supply Point
ENT Enterprise supply Supply Point
FAL Force allocate Sourcing Point
FOD Forward order Sourcing Point
JIT Transfer to order (justin ~ Supply Point

time)
M20 Make to order Sourcing Point
NSP No Supply Supply Point
RES Reservation Sourcing Point

As the supply rules are followed for all subsequent components, it will only consider methods that
match this kitting point. This means:

o [f a subsequent component has one of the methods above labelled as Sourcing Point, the only
sourcing point on that method to be considered will be the one that matches the Kitting Point. All
other sourcing points areignored.

¢ If the component has one of the methods above labelled as Supply Point, there must be a supply
point on that method that matches the kitting point. The sourcing points are irrelevant.

View Kit Details

When a kit parent item appears on one of the product entry tabs, the line is highlighted with a Sale
Kit icon. For these items, an additional enquiry option is available by right clicking on the product line
and selecting View Kit Details.

This displays the standard sales kit structure for a kit that has not yet been ordered, but, once
ordered, it also shows the sourcing of each of the components.

This highlights the kitting component and also the kitting (sourcing) s