Naviteer Order Entry

Options

 Manual Entry with Primary table assistance

* Repeatable Order Entry — Copy Button

* Repeatable Order Entry — Contracts

e Automatic Order Entry — EDI (Electronic Data Interchange)

e Automatic Order Entry — CRM Opportunity to Order or Contract

Why Enter Orders?

* Accuracy

* Customer Interaction
* Business Growth



|j| Customer Orders

Primary Tables

D Customer Order: Doller Grocery

Shipped, Mot Invoiced: 0

Search: | | ¥ Queries: | Al Records e B [] Include Bosted
¢Order Mo> T Statuz Sale Date DueDate  Date ToShip Cust PO Cuztamer Principal Crder Total Payment
2406 |B|Open g/24/2022 123 Draller Gracem Drairy Co. $3.900.00 [Met 30
ﬁ Company 2405 |[B|Dpen 8/24/2022 Drairy Co. $9.900.00 {Met 30
E:I Principals 22022123456 Garocery Stare 4539 Drairy Co. $6.500.00 [Met 30
;‘:o Vendors 2393 |B|Open BA22/2022)  BA24/2022)  B/22/2022) YEERAA08-8649 | Davids Dist Mushroom Cog $4.485.00 |Net 30
J-'_i:a Customers Drairy Co. Sugarcane Fal 3450000 |Met 30
I:'_‘_t Salespeople/Brokers 2387 |B|Open | 1202202020 1/31/2023)  1/27/2023) 096767 Drainy Co, Sugarcane Fal $4.500.00 |Net 30
2386 [B|Open | 120222021 1/04/2023) 12/28/2022112398 Drainy Co, Sugarcane Fal $4.500.00 |Net 30
2385 [B|Open | 12/22/2021 12/06/2022| 11/28/2022) 984 Drainy Co, Sugarcane Fal $4.500.00 |Net 30
2384 [B|Open | 12/22/201 10/29/2022| 54223 Drainy Co, Sugarcane Fal $4.500.00 |CASH OF
Th e p r'| ma ry ta b I es are 2383 [B|Open | 12/22/2021 9/29/2022| 45767 Drainy Co, Sugarcane Fal $4.500.00 |CASH OF
Company (normally one : =
<+Product: Product Code  Principal Label Quantity Pack/Size Grozz Price SellPrice Sale Total Disc. Total Spoilzs Total

entry), Principals (also
referred to as Suppliers,
Customers, Brokers
(salespeople) and
Principal (Supplier)
Products

1/2 Gallon Milk. Chocolate

£

2ichol 23 [rairy Ca.

LI Frod s

Products
Product Tree

10.00

$3.0000

$3.0000

$30.00

L4

Principal: FruitCo

(o[ &=

L]

i Customer Orders

b Add
E‘@Change
E-!,Delete
D:,\.-‘l'ew

= Copy
E3 cancel/Reopen
JO view EDI File
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% Send To

+
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When an order is
opened for entry,
section (A) is
automatically
filled in.

Section (B) is
filled in when the
customer is
selected.

The freight
information and
dates (yellow
highlighted) are
entered now.

7’
Q=

\

—

Manual Order Entry - Header

[=] Order Will Be Added =] & |l
Open Customer Order for Dairy Co. 0 Tagged
Order Number: 3558 [ ? % — —— 0
AR (®) Sales Order () Misc. Last Add/Thg By: Mote: | |
Frincipal Commizszion [nvoice
Sale Date: IW Entered By: IF| Ship ia: | |@ Invoice Date: I:l
Customer. | [EETIIHD |p Freight Tems: | | E
Contact: [ Mike Milk-Man | Total Weight: |:|
Customer PO#: | | Due Date: I:I
EDI Contact; | | Date To Ship: I:l Shipped: I:I
Frincipal: o Delivery Time: I:I Cancel: I:l
C Payment Tems | CASH ON DELIVERY 0 0O Rewised | |
Broker: |And[ew Sweigard |p Priar Order #: I:| Ch BOL: I:l
Shipping Address: |Dair_-,- Co. |p Billing Addrezs: |Dair_-,- Co, p Sales Tax Amount: l:l

Shipping Amount:
& sdeTaa

Commission: $0.00

[105 The Rid | [105 The Rid

.l
| Rock Port, 'wl 53548 | @ | Rock Port, 'wl 53548
| | |

Products | ship Instructions || Print Notes | Attach | Internal Nates || EDI Infarmation || Accounting

a9

Product Product Code Label Cuantity Pack/Size Lot GrossPrice  Sell Price Sale Total Disc. Total Spoils Total Ag

£ >

p View E,‘I, Add E!, Delete m Cancel

B‘ Change




Once the
Principal
(Supplier) is
selected and the
product chosen
all the
information from
the product is
attached to the
order (red
boxes).

Enter the
quantity (yellow
highlighted),
save and the
order is done.

Manual Order Entry - Detail

-

I:l Order Will Be Added

Open Sales Memo for Dairy Co.

Order Number:
Order Type

3559

(®) Sales Order () Misc.

SaleDate: [ 5/01/2023 Entered

s

Cuztammer: | Dairy Co.

Contact: | Mike Milk-dan

Customer PO#: |

EDI Contact: |

Principal: | Dartmith

C Payment Terms |E.-'.\SH B DELIVERY

Braker: w I Sweigard
Shipping Adcress: Gy Co. g

0B The Rd

Fock Port, Wl 53543

Ship Instructions |Pg

Percent / Rate: I:I

Product B

8901234

Fixed Amount: I:I

Totals:

]
L]

]

Calculated Amount:

o || & 3
Tagged
u Product Will Be Changed o] B[S
Customer Order Product: Product B
Eroduct | packaging | Print Notes
Product Code: =y A Cus Prods Principal/Supplier: Dartmith
Product: |Prc-ductB | [Z) Contract @
I Pack/Size: Case/8lb. Customer Prod Code: | |
Ship From (FOB): | P Total Gross Weight: |:|
Last Change: jeff | MAY 1,2023| 2:39PM
Quantity In: Case 104.00
Commission
Gross Price Per Case §1.2300 Cost Per Case s [ Lock Price (@ Percent: 3.0000%
Deductions i . i () Arnount Per Quantity:
Discount Spoils Freight Accrual

53.84

() Mone

| () Fixed Amount:

I

Net Price:  $1.2300

Gross Total:

$12792

Deductions:

$127.92 |

% Print

m Cancel




Not all the fields
have to be filled
in.

Some fields are
required like sale
date, customer,
principal and
product.

Manual Order Entry — Finished Order

EDIderMIIBeAdded e @ |

Open Sales Memo for Dairy Co. Tagged
O mcy: SO Pasted Status: |E||:|en | D
Bl Last Add/Cha By: Hote: | |

(® Sales Order () Misc,

Prircipal Commizzion [nvoice

Sale Date: | 5/01/2023 Entered Bu: | JEFF Ship Wia: | Best way | p Irvoice Date: I:I

Cuztomer: |Dair_|,| Co. |p Freight Terms: | |p
Cantact: [Mike Mik-Man | TotalWeight [ |
Customer PO#: |‘123#r | Due Date:

EDI Contact: | | Date To Ship: I:l Shipped; I:l
Delivery Time: |:| Cancel: |:|

Principal: | Dartmith

C Payment Terms [CASH ON DELVERY Fepn Rewised: [ |
Broker: |.-’-‘-.ndrew Sweigard |p Priar Order f#: I:l Cw' BOL: I:l
Shipping Address: [Dairy Ca. e Billing Address: | Dairy Co. |0 Sales Tax Amount [ ]
ﬂ [108 The Rd | @ [108 The Rid | Shipping Amourt: [ |
o [Rock Port, 'l 53543 | L [Rock Port, 'wi 53548 | @ Sale Total:
| | | | Commission: $3.84

Preducts | Ship Instructions || Print Notes || Attach ||Internal Notes ||EDI Information || Accounting

FProduct Product Code Label Quantity Pack/Size Lot Gross Price  Sell Price  Sale Total Disc. Total Spoils Total Ag

Product B 8901234 104.00 Casel/Slb. $1.2300 $1.2300 $12792

£ >

Pview | Eladd | rchange | [ Delete E Concel




Naviteer has a
couple of ways to
simplify order entry.

Once the copy
button is pressed the
system asks for
permission to copy
an order. The copied
order will open for
modification.

Here only a few
fields (highlighted)
would need to be
changed.

Repeated Orders — The Copy Button

'

|j Customer Orders

D Customer Order: Dairy Co.

Search: |

| % Queries: | Al Records

Shipped. Mot Invoiced:

~]

]

[ Include Posted

<-OmderMo> T Status

3559 B Open

Sale Date
50172023

DueDate  CustPO

Cuztarner

Dairy Co.

Frincipal
Drartrnith

Doartrnith

[=] Order Will Be Changed

Open Sales Memo

Order Number: 3580

Order Type
® Sales Order (O Misc,

Sale Date: [ B/01/2022 Entered By: [JEFF

Customer: |D
Cortact: [Mike MikMan |
Customer PO [1234 |

EDI Cantact: | |

Principal: | Dartmith ~

Payment Terms: [CASH ON DELIVERY 8 O

Broker: |Andrew Sweigard |D

Shipping Address: |Dair_l,- Co. |p

[106 The Rd |
E_ﬂm [Rock Port, Wi 53548 |

Dairy Co. | PO# 1234

Last Add/Chg By
jeff [ &y 1,2023 ] 2:58PM

Posted Status: |Dpen | p
[{Leli=3 | |

Principal Commizsion lrvaice

Ship Via: | Bestway

| p Invoice D ate: I:I

Fieight Tems: |

pe

Total Weight: I:l
Due Diate: I:l
Date Ta Ship: l:l

Delivery Time: l:l
Revised: l:l

Prior Order #: l:l

stisped [
Cancel: l:l

MO —

Biling Address: [Daiy Co.

p Sales Tax Amount: l:l

@ [106 The Rd
L [Rock Port, 'wi 53548

& Sale Total:

$127.92

|
|
|

Commission: $3.84

Praducts | ship Instructions | Print Notes | Attach ||Internal Motes ||EDI Information | Accounting

Product Code Label
8901234

Product

Quantity Pack/Size Lot
104.00 Casel8lb.

Sell Price  Sale Total Disc. Total Spoils Total Ad
$1.23000 $12792

Gross Price

$1.2300

>

p View

E‘ Change

= add

() Delete

m Cancel

Order Total Payment Termg  Freight Te ™

(= ==

i Customer Orders
2 add

L:,.} Change

El_. Delete

t4 Cancel/Reopen
SO view EDI File

'

E Sales Memo or Order
% Send To

+'= -
% = Accounting ¥




Repeated Orders — Contracts

Another way to Conirad\l‘r'illBeClganged o] B )
simplify order entry Sales Contract With EDI Customer
iS tO Create a Contract#: 58 Stalt:::ls.ﬂ.ctive (O Pending () Teminated () Complete
contract. SLSEpSt] Danrit 2
Customer. |EDI Custarmner | p Principal Commisgion %;
OR

Region: | | e} Customer Contract No: | 555 |

The contract is a

Cantact Mame: | |

placeholder for Tems: [Not 30 T Date Enteredt By
repeated OrderS. EnntlactﬁtaltDate: End:
Broker: | Burt Lancaster | .D
. Ship Via: [Bestwiay ye Shipping Addiess | Biling Address |
CO nt ra Ct ent ry IS Ve ry Ship to Whouse: |M_-,-Warehnuse | p
. . . : = |EDI Custamer |JD
SI m | Ia r- to O rd e r Uze warehouse az Ship Tao [print
FOE: | e
entry. POD: | | & | |
Products | Notes ||Prnt Note || Shipping Instructions || Attachments IEIR LGS §1 251 954 00
5 Product Rel Gty Quartity Pack/Size Contract Price Tatal Disc¥  Disc Amt  Accrual®  Acc
Product A 0 10,000 Case/db.
Product B 0| 10,000|Case/8b. $31.13465311,346.00 2.00% 0
' >

E{I, Add E‘,‘* Change Eé Delete
Lazt Add/Change by jeff | MAY 12023 326PM m Cancel




Creating a release
(which is an order)
can be done in
bulk or one at a
time.

All the information
from the contract
passes to the
order.

Like the copy
button, very few
fields must be
changed.

Repeated Orders — Contracts

.

Customer Contracts
s Between EDI Customer & Dartmith

[ show &l

5 T =<-Contract#> Customer Region Purchase From

58 EDI Customer Dartmith

Comp Purchase For

Cus Cont No

Start Date ~

3/01,/2016

A Contract Product Sales

Contract Product Sales

<-Order#> Status Region  Sale Date Due Date Contract PO Mumber Customer Broker Product Cade Qty Pack/Size Gross Price Sal
Comple 6/10/2031 58 151-4200-401EDI| Custor Product A 1234567 596 Case/dlb. $97.9800
3,044 Comple 6/10/2031 58| 151-4200-400ED! Custor| Product & 1234567 696 |Case/dlb. $97.9800 39
2,499  |P.O. Ne 6/10/2031 6/15/2022 58| 151-4200-400ED| Custor] Product A |1234567 696 |Case/dlb. $97.9800 %9
2,498 Open 6/10,/2031 6/15/2022 58(151-4200-401ED! Custor Product & 1234567 696 |Case/dlb. £97.9800 39
/w
< >
| i P_rcduct Sales NOT _Contract C_luantity: 10,000 m

Linked to Contract Minus Quantity Sold: 2,784 £
e Quantity Left: 7216  Sales Total: $255.045,84 5 send To

File

= ==

[y
i Contracts

= Add
E}Change
E%Delete
B copy

= Add
E}Change
E]aDeIete

E@Create Releases
E},Show Releases

%= Top Ten Customers

ﬁ

= Print

il




Receiving POs by
EDI can eliminate
all manual order
entry.

The order is
brought over from
the VAN (Value
Added Network)
and processed into
an order.

The highlighted
order was
processed by EDI
with no manual
entry.

Automatic Order Entry - EDI

E Customer &ders

D Customer Order: EDI Customer

Shipped, Mot Invoiced: 0

Search: | | % Queries: Al Records v| G4 [ Include Posted
<-Order Mo T Status Sale Date Due Date  Cust PO Cuztamer Frincipal Order Total Payment Terms  Freight Tems  Ship weight
338 |B|Open 442142023 7EB023485 | Grocery Store 0001 |Fruit Co $65,020.00 | CASH IMN ADWAN 1575130
3533 |B|Open 440372023 12459 RET TR Fruit Co $62.454.00 | CASH OM DELI 434 486
3532 |B|Open 2972023 999 Grocen Stare 4583 | Fruit Co $6,645.91 |UPON RECEIPT, 2117
3B3 |B|Open 81072023 12454 RETTRNY Fruit Cor $62.454.00 | CASH OM DELI 434,436
3530 |B|Open 343072023 12453 [RET TR Fruit Cor $62,454.00 | CASH OM DELI 434,486
3529 |B|Open 73594 Grocery Store 4583 | Fruit Co $12,000.00 | JPOM RECEIPT 18,000

2439

P.0O. Me

BA10 k|
EA042030

32842023

151-4200-400 EDI Customer

Drartrith

$7 32
$76.269.92

ROG 30

Frepaid

Product B

<

403.00 CazersSlb.

F31.7700

2498 | B|Open B/15/2022|151-4200-407EDI Customer Drartrmith ROG 30 Frepaid

2488 Open 31042023 78492 tiguel's Mexican $3.625.40 | CASH OW DELI 14,400

2487 Open 340942023 AdRT2 Drairy Co. $10,058.00 | CASH OM DELI £.995
< 3w
<+Product: Froduct Code  Label Quantity Pack/Size  Gross Price SellPrice Sale Total  Disc. Total Spoils Total Accrual
Product & £596.00| Cazesdlb. $97.98000  $91.6113 3$63.761.46 $1.704.85 | 2727

$194.45

3289

Principal: Dartmith

Sale Total:
Commission:

$7682.16

= o 5

i Customer Orders

4 add

E'¢‘ Change

E-l. Delete
D:,View

=1 Copy

E3 cancel/Reopen
L view EDI File

f

El Sales Memo or Order
% Send To

+ —
¥ [= Accounting




Opportunity

Automatic Order Entry — CRM to Orders/Contracts

CRM now has a
feature where an
order or contract
can be created
directly from a
sales opportunity.

Create Order

Create Contract

\

Customer
Order

S

Customer
Contract

1 gales Oppertunities

B3 canada Prospect | Michael Box 555-444-3210
v 2

Queries: | All Records

[ show All
|:| Include Closed

1
2
4

My Sales Prospe
Canada Prospect
Canada Prospect
Canada Prospect
5 |My Sales Prospe
13 |Eastern Vegetab
14 |AMERICHICKEN

A AR ACTYVIA,T AT R

Number Company

Contact Sales Rep Principal

Bob
Michael £
Michael
Michael £
Bob

Steve Ro

Jeff Antor

Andrew S
Andrew S

[ P o}

The Garlic
Mushroomn
The Garlic
The Garlic
Dressing f
Michael F

Dressing f

Mim melem = T

Description
Garlic: 20,00
Mushrooms
Dehydrated
Ground Oni
Italian Salac
Mushrooms

Opportuinty

P WS S S

Value

$3,600.0C

a4 ran e

C

Start
1/01/1900
1/01/1900
1/01/2024
1/01/1900
1/01/1900
5/19/2020
472472027

A

Target *
10/05/207
9/30/201
1/01/202
12/17/20°
10/25/20

E- Products [ |[E]

Opportunity Value:

[ show Total Value

Product

Ground Onion

Principal

The Garlic

Qty
1,200

Pack/Size Unit Price
$3.0000

Stas

{

sdate

End Date
10/19/2020 | 10/19/2020 | Email Followup

Action

[ ][5 ]

k< add

E Change

Fg Delete

@ Email

lgl Print

% Send To

E Create Order/Contract

k2 add
E Change
E'g Delete
% Send To

% Action Log




Why Enter Orders?

* Accuracy

* |f the orders are only going from the customer to the supplier, you may not
receive all the order brokerage due you. In some cases, the supplier may
decide to bypass your sales efforts completely to save the brokerage costs.
Most brokers do not have a written agreements with their suppliers.

e Customer Interaction

* If the orders are received by the broker and passed on to the supplier, the
customer has more interaction with the broker and likely to purchase other
products the broker has to offer. Most broker sales to customers are not from
just one supplier. The supplier also sees the broker actively pursuing and
increasing their business. The broker has greater value in the eyes of the
supplier.



Why Enter Orders?

 Business Growth

* One of the best benefits of tracking orders is the ability to study sales reports
on business progress. As the business grows, the broker can track sales by
customer and supplier with ease.

* The broker may know when a product is not being pulled by a customer well
before the supplier is informed of an issue. This allows the broker to interact
with the customer to determine courses of action and salvage
supplier/customer relations.

* Since reporting shows the trends by customer and supplier, the broker can
review sales trends and recommend product options to both the supplier and
customer

* Naviteer has a white papers with more information on this and other subjects
of interest to food brokers.
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