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1. Login
5 (Lo 2 T 4
S PASTEL The first screen you will be presented with when loading the application will
Usernzre be the loginscreen.
i1 |
i Here you have to specify your assigned user name and password.
sasswod |

Use the stylus and clickanywhereinsidethe “Username” box. The onscreen

keyboard will automaticallyopen. Enter your username.
hoda |l fa]o v ¢ g|u|u]-|=+
ta{glw ofrlefy[u I[afpI[]
rapfas]a]r ulm]g]e]1 ]
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Do the same for your password, and then click on “Login” in the lowerright
hand corner of the screen.

;‘_ | Sy Proyress : IvIll e L

S0 PASTEL

The application will authenticateyou and if the login was successful, it will
begin synchronizing datawith the server.

%/ Thefirsttime you login on a particular mobile device, the sync will take some

time because all the dataassociated with your username needs tobe copied

. to the device.
saducrerc ool e

- ; Subsequentlogins on the same mobile devicewillbe much faster.
o g Yok
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Aftersynchronizationis complete, you willbe presented with the start of day
ODO readingscreen.

If you do not have a vehicle associated to your username you will be taken
directly tothe home screen.

Please note that this screen will only be displayed if a vehicle is associated
with your username.
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Enter yourvehicle’s current odometer reading. Click on “Done” in the lower
left hand corner of the screento continue.

Please note that this screen will only be displayed if a vehicle is associated
with your username.
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You will now be at the application’s home screen, where the most common
functionalitywill be displayed in the form of icons, namely;

e DeliveryNotes
e CustomerVisit
e DayEnd Report
e Synchronize

e Inventory

2. Inventory View
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To view the stock currently on hand, click on the “Inventory”icononthe
home screen.

All stock assigned to your warehouse or delivery vehicle will be displayed.

To returnto the home screen, clickon “Done” inthe lowerleft hand corner
of the screen.

3. Stock Count
To be documented.

4. Customer Visit

i | Selecl Comlunier
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Bacl: Select

A customer visitrefersto the time spent atthe client. As soon as you arrive at
the client, clickon the “Customer Visit” icon on the home screen.

This will take you to the “Select Customer” screen.
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At the “Select Customer”screen, you can search for clients assigned toyour
warehouse orrep code, depending onyour organizations specificsetup.

To listall customersassignedtoyou, clickon “Search” while leaving the input
field empty.
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You can also search fora specificclient by name. Do this by clickinganywhere
inside the “Search” input field. The onscreen keyboard willautomatically
open.

Typein the client’s name or part thereof.

In this example we searched for Dan’s Bakery by using only “dan” as search
criteria.

If more than one client’s name contained the text “dan”, they would also
have been displayed.

You can search for clients by using any part of their name, forinstance “bake”
would return the same searchresults.
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Oncetheclientyou are at has been located, select the client by clicking
anywhere onthe client’s name.

Once selected the client’s name will be highlighted in green asillustrated.
To view details about the selected client, click on “Detail”.

To start a customer visitforthe selected client, click on “Select” in the lower
right hand corner of the screen.
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If you clicked on “Detail” in the previous step, the client’s details will be
displayed.

Toreturnto the “Select Customer” screen, click on “Back” in the lower left
hand corner of the screen.
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Afterclicking on “Select”, aprompt will be displayed where you will have the
choice of either “Yes”, or starting a customer visit, or “No”, which will take
you back to the application home screen.

To start a customer visit, clickon “Yes”.

By starting the customer visit, you initiate acustomervisit event which
includesatimerto determine the time spent atthe client.
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The firstscreenyou will be presented with afterinitiating acustomer visit
eventisanotherodometerreading.

If you do not have a vehicle associated to your username you will be taken
directly tothe customervisithome screen.

Please note that this screen will only be displayed if a vehicle is associated
with your username.
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Specify your current odometerreadingandclickon “Done” inthe lowerleft
hand corner of the screento continue.

Please note that this screen will only be displayed if a vehicle is associated
with your username.

The customervisithome screenisdisplayed, whichincludesthe “Actions”
menu and also customerspecificdetailsincluding credit limit, balances and
terms.

If the customerison hold, a message will be displayed indicating this.
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SR PASTEL To continue with eitherasales orderordelivery note (invoice), clickon the
Uan's Bakery p— “Actions” menuinthe lowerright hand corner of the screen.

matlP
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Lo dayarhieiy e DeliveryNote
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len: LA1En: e SalesOrder
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PR Selectthe action you wish to continue with.
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Afterselecting “Delivery Note” from the “Actions” menu, you will be
presented with the “New Delivery Note” home screen.

To start addingitemstothe deliverynote from yourinventory, clickon
llAdd,’.
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Afterclickingon “Add”, the “Select Product” screenis displayed.

To start searching foritems, clickanywhere inthe “Search” input field. The
onscreen keyboard willautomatically open.

To listall itemsinyourinventory, clickon “Search” without entering anything
inthe inputfield.
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A warning prompt will appearstatingthatit could take long to display all
items associated with your warehouse orinventory.

Clickon “Yes” to continue.
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Allitemsinyourwarehouse orinventory will be displayed along with the
qguantity on hand.

You can also search for specificitems by either the description or code. It
functions the same way as searching for customers by name.
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To selecta product, clickanywhere on the item description. When selected
the item will be highlightedin green.

To view additional details about the item, click on “Detail”. Toreturn clickon
“Back”.

To adjust the quantity of the selected item to be added to the delivery note,
clickon the up and down arrows next to the “Quantity” input field. To specify
large quantities, you can use the mobile device’s numerickeyboard.

Once the desired item has been selected and the quantity specified, clickon
“Select”to add theitemto the delivery note.
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A promptwill appearaskingif you would like to discount the item. Click on
”NO”,

(Discount per line item is covered underthe “Customer Visit - Sales Order”
section).

The discount screen will only be displayed if you are allowed to apply
discount.

You can only apply discountto eitherindividual line items orthe delivery
note as a whole and not to both.
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The selected item will now appearon the delivery note. You can add more
items following the same steps.
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If the clientrequires an order number, you can specifyitinthe “Customer
Order Number”inputfield.

The onscreen keyboard will automatically open when clickinganywhere in
theinput field.

Once all desired items and the customerorder number has been specified,
complete the delivery note by clicking on “Save” in the lower right hand
corner ofthe screen.
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A promptwill appearasking whetheryou would like to apply discount to the
delivery note asawhole.

Clickon “Yes” to apply discount.
If you applied discount to individual line items, the prompt will not appear.

The discount screen will only be displayed if you are allowed to apply
discount.

You can only apply discountto eitherindividual line items orthe delivery
note as a whole and not to both.
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The “Discount” screen will be displayed.
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Specify the desired discount percentage to be applied tothe delivery note by
usingthe “+” and “-“icons.

To clear clickonthe “C” icon.

Once the percentage is specified, clickon “Accept” in the lowerright hand
corner of the screen.

|II

To cancel applying discount, click on “Cance

b | Dris Lol - T;l b L]

S0P PASTEL

30 At gn e e et b
Y anay 10A dscoont”

c|

+T-

-1

A promptwill appearaskingif you are sure you want to apply discounttothe
delivery note.

If you clickon “No” you will be taken backto the “Discount” screen.

Clickon “Yes” to apply discounttothe delivery note.
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Nextyou will be asked if you wish you wish to accept payment forthe
delivery note.

Clickon “Yes” to accept paymentforthe delivery note.

You can only clickon “No” if the client has a creditlimit, in which case, if the
clienthasenough creditleft you will not be prompted to specify amount
received, or only forthe balanceif insufficient creditis available.
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The “Accept Payment” screen will be displayed.
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Enter the amount received by clickingonthe numericicons. Clickon “C” to
clearentered value.

If you specify anamountin excess off orless than whatisrequired, awarning
message will be displayed.

Once the correct amount has been specified, clickon “Save” to continue.
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The “Signature” screen will be displayed.
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Usingthe stylus, arepresentative from the clientthatis authorized tosign
delivery notes, signs on the screen.

To accept the signature and continue, clickon “Done”.

To clear the signature on screen, clickon “Clear”.
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A prompt will appearaskingif you would like to print the document.
Ensure that the mobile printeris switched on before clickingon “Yes”.
To continue without printing, clickon “No”.

The delivery note is now completeand you will be taken backto the
customervisithome screen.
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4.2 Customer Visit —Sales Order
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Afterselecting “Sales Order” from the “Actions” menu, you will be presented
withthe “Capture Order” home screen.
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If you have a verylarge numberof available items, it could take awhile to
load. In such cases, it would be easierto search for the specific product name
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All available itemswill be displayed.

You can also search for specificitems by either the description or code. It
functions the same way as searching for customers by name.
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A prompt will appearasking if you would like to discount the item. Click on

llYe S” .

The discount screen will only be displayed if you are allowed to apply

discount.

You can only apply discountto eitherindividual line items orthe delivery

note as a whole and not to both.
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The “Discount” screen will be displayed.
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Specify the desired discount percentage to be applied tothe line item by
usingthe “+” and “-“icons.

To clearclickonthe “C” icon.

Once the percentage is specified, clickon “Accept” in the lowerright hand
corner of the screen.

To cancel applying discount, clickon “Cancel”.

A promptwill appearaskingif you are sure you want to apply discounttothe
lineitem.

If you clickon “No” you will be taken backto the “Discount” screen.

Clickon “Yes” to apply discounttothe line item.
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The selected item will now appearon the sales order. You can add more
items following the same steps.
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If the client requires an order number, you can specifyitinthe “Customer
Order Number”inputfield.

The onscreen keyboard will automatically open when clickinganywhere in
theinputfield.

You will see that when creating asales order, anotheroptionis now
available, called “Delivery Date”. Click on the arrow to open the calendar.
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Specify the desired delivery date using the calendar. To change months, use
the forward and back arrows on the calendar. By default the current date will
be selected.

Selectthe date by clicking on the applicable day.
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Once all desired items have been added to the sales orderand the delivery
date and customerorder numberhave been specified, continue by clicking
on “Save”.

You will notice that no discount prompt will appear in this example, as we
applied discount per line item.

If no discount per line item was applied, the discount prompt would have
appeared as it did underthe delivery note and the same procedure would

have beenfollowed.

DocumentName: VanSales & SFAUser Manual

Version: 1.0 DocumentOwner: Neil Cameron

Page 19 of 23




VanSales User Manual ver 2.docx

8 | Siyuolure = T|'| L [

S30B PASTEL

Fleaze s Eelon:

8 | Siyuolure = T|'| L [

S30B PASTEL

Please @0 Eelows:

. gt
) = I& A :r“
R S
-\I. ."\\. -~ II.I !
1 [ '
| n'lk :
I | =
T s
b v N e e T
] /"' i LB s
VoS __;:_':_ T
-
e
—_

%8 | Caplure Order - T;l b L]

S302 PASTEL

£ Da g st beopres e
=" cocaerty

. EEN

o R
e | B 1M1
Tekcrrer Jrdzs [ |'.':-b.l:|f

Lelvary Jate BLILE cale ] o
opthans Rave

NCCe=

development * sofbasrs -.u.rcfl;n.x-E

[=]

The “Signature” screen will be displayed.

Usingthe stylus, arepresentative from the clientthatis authorized tosign
salesorders, signs on the screen.

To accept the signature and continue, clickon “Done”.

To clear the signature on screen, clickon “Clear”.

A prompt will appearaskingif you would like to print the document.
Ensure that the mobile printeris switched on before clickingon “Yes”.

To continue without printing, clickon “No”.

The salesorderis now complete and you will be taken backto the customer
visithome screen.

4.3 Suggested Orders

To be documented.
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4.4 Customer Visit —Ending a Customer Visit, No Sale or Other
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Aftera delivery note orsales order has been completed, the customervisitis
ended by clickingon “Done” on the “Customer Visit” home screen.

When a customervisitis completed without making asale; no delivery notes
or sales orderswere completed-you willbe prompted to finish without
performingany actions.

To continue with the customer visit, clickon “No”, to end the customervisit,
clickon “Yes”.

Celect = rzascr for s action:

arsaans slag

If the customervisit was completed without performing any actions as
describedinthe previous step, you will needto specify areason.

The reasons available will be determined by your organization.

Selectareason by clickinganywhere onthe reason description, then click on
“Done” to end the customer visit.

5. Daily Delivery Note Summary
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Toview a summary of all the delivery notes completed forthe current
working day, clickon the “Delivery Notes” icon on the application home
screen.

A screentitled, “Invoices fortoday” will be displayed.

To selecta deliverynote, clickon the client name to highlight it, then on
“View”.
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The selected delivery note willnow be displayed.

Toreprint the delivery note, click on “Print”, otherwisetoreturntothe
delivery notes summary, clickon “Back”.
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To reprint the delivery note, click on “Reprint”.
Ensure that the mobile printeris switched on before clicking on “Reprint”.

To returnto the previous screen, click on “Back”.

6. Day End Report
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Back “Print

To view a summary of all the delivery notes and sales orders completed for
the current working day, clickon the “Day End Reporticonon the application
home screen.

A summary of all transactions completed will be displayed.
To printthe dayendreport, clickon “Print”.
Ensure that the mobile printeris switched on before clicking on “Print”.

To returnto the application home screen, clickon “Back”.
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To logout of the application, clickon “Logout”.

A prompt will appearasking to confirm whetherornot you wouldlike to
logout.

Clickon “Yes” to continue.
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If you have a vehicle associated with your username, you will be required to
specify your current odometerreadingand clickon “Done” in the lower left
hand corner of the screen to continue.
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The application will synchronize with the serverto ensure all datafor the day
isup to date.

DocumentName: VanSales & SFAUser Manual

Version: 1.0 DocumentOwner: Neil Cameron

Page 23 of 23




