ASSIST INSTRUCTIONS [for those who access through Putty]
*NOTE* - do not use your ten-key while in assist – you can ONLY use the numbers above the keyboard.

*NOTE #2* - to copy something to put into FP, highlight it – that is it – it automatically adds it to your clipboard

Click on Putty from your desktop of programs list. 

Click on the Run button; double click on ‘Assist’

A small box will pop-up with a prompt:  login as:


Enter your login, hit return


Enter your password, hit return

A new prompt field will show up:


Enter your login, hit TAB


Enter your password, hit return

The next page is titled Order Entry Plus System Maintenance; hit F7

The next page is title Cross-Functional Inquiry Menu; type 1, hit return

Now you are on the main screen where you will input customer info to find their account in Assist (Order Entry/Accts Rec Inquiry).

Error Correction:  One thing to remember:  if it appears your system has ‘locked up’, try to hold down control and hit R.  That removes any error message and will let you continue. [The error messages usually show up in white in the lower left corner of the screen.] If your connection was lost (i.e. your internet blipped) you may just have to close Assist and log back in.

To return to the previous page from any page in the system:  hit F12

Use Page Up and Page Down to look at the ‘next’ page of information (i.e. within an order you will only see 7 or 8 items on a page, page down to see the next set of items in the order).

Order Entry/Accts Rec Inquiry Page:
    CUSTOMER B                    ORDER                    INVOICE ____________                             
    RECEIPT                       PAYMENT _____________________
· The cursor should be on the line after the B.  This is the line where you will enter the customer number, if you have it.
· If you do not have the customer number, put a question mark (?) on this line and hit enter.
· The cursor will move down and a list of customer accounts comes up:

EXAMPLE:

_ _______________ [the cursor is at the front of the 2nd line]

To search by email address:
· Back arrow to the single line and type E, the cursor will jump the 2nd line – enter a unique portion of the email address and hit enter

To return to the page where you enter an email address, hit F12.

To search by phone number:

· Back arrow to the single line and type T, the cursor will jump to the 2nd line – enter the phone number with no spaces or dashes

EXAMPLE:  
 T 4174516301

 1 WARREN, RHONDA              306 JOHN PL        4174516301     20054629 000 *

 2 WARREN, RHONDA              306 JOHN PL        4174516301     20054629 001

 3 WARREN  RHONDA              306 JOHN PL        4174516301     30000062 000 *

 4 BUFORD, BETH & TOM          8734 LIME KILN DR  4174516981     20039621 000

 5 BUFORD, BETH & TOM          8734 LIME KILN DR  4174516981     20039621 001

 6 SKAGGS, LINDA               1413 HILLCREST TER 4174517230     20022013 000

 7 SKAGGS, LINDA               1413 HILLCREST TER 4174517230     20022013 001

 8 MILJAN, PATRICIA            14959 IDA LN       4174518899     20046247 000 *

 9 MILJAN, PATRICIA            14959 IDA LN       4174518899     20046247 001

10 BROWN, CATHERINE & CLIFF    14640 LAWRENCE 202 4174523235     20192217 000

At this point type the number of the line that is the customer you are looking for:

This page shows you the name, street address, phone number, customer number.  The last 3 digits of the customer number show:

· 000 – this is the main billing address

· 001 on up – these are shipping addresses

· If there is more than one 000 address for the customer, the accounts need merged (you see two accounts here for me, but it is because one is my customer account and one is my SCC account – a customer would have only one)

So, let’s enter customer email address WWDAWOOD as an example.

   E WWDAWOOD

 1 WOOD, DENISE A.      WWDAWOOD@CLEARWIRE.NET            20002099 000 *

 2 WOOD, DENISE A.       WWDAWOOD@CLEARWIRE.NET           20002099 001

 3 WEISMILLER, DARLA & LOREN   WWEISGUY@AOL.COM       20026962 000
Let’s say we are looking for Denise Wood.  So we type 1 and hit return. The first line has the account number that ends in 000 – which is the primary account for this customer.  
Here is the screen we see:

CUSTOMER  B 20002099 000 *    ORDER                    INVOICE

    RECEIPT                       PAYMENT

 WOOD, DENISE A.                           


 SOC SEC #

 DENISE A. WOOD                            

 
TELEPHONE   7158339036

 3995 MAYER RD                              


ALT NUMBER

 FALL CREEK, WI  54742-9353                 


FAX NUMBER

                                            




SALE CNTCT

                                           



 
CLUB INFO   08/29/07  CLS

 CUST TYPE   CLS CLASSIC                   


 E-MAIL      WWDAWOOD@CLEARWIRE.NET

 TERRITORY   AM3 M A C H E OF MINNESOTA    
 OPEN INV               .00

 SALES REP   990 RETIRED                   


 ON-ACCT                .00

 PRIORITY        *                          



A/R BAL                .00

 PAY TERMS   PRF PRE PAY FULL             

  HIGH A/R            618.38

 D&B/CREDIT                                 



OPEN ORD               .00

 HOLD CODE                                 



 CREDIT LMT             .00

 BUY GROUP                                  



ACCT OPEN   05/14/98

 F1=HELP                     F4=TWO-STEP INFO              F12=RETURN

 F3=EXIT                     F6=RFM INFO                   F24=MORE KEYS

You have the customer number 20002099.

You see the CUST TYPE – this is the club membership type (HLM – heirloom, CLS – classic, CLB – club)

If there is an SCC assigned you will see their name under sales rep.  You have the phone number in the right hand column, club info – when their most recent club membership expires (they can have multiple memberships running, if they made more than one qualifying purchase).  The email address, date account was opened, and high account amount is listed (though this field may be blank if the order is too old).

The cursor will be on the ORDER field.  To see specific order information (i.e. Order = an order NOT YET invoiced), type a question mark (?) and hit return in the Order field.  Again, F12 will return you to the previous screen.

To view invoices hit tab and type a question mark (?) in the INVOICE field, then hit return.  Invoices are printed then taken out to the warehouse – it has not necessarily shipped yet.

            TYPE  ORD/INV  INV DATE  DUE DATE  BG   INV AMOUNT   OPEN AMOUNT

 1 80014260  CM  30250899  02/06/07  02/06/07   N       26.99-         .00 US

 2 80002432  CM  30033613  10/07/03  10/07/03   N       52.91-         .00 US

 3 80002431  CM  30025138  10/07/03  10/07/03   N        9.90-         .00 US

 4 30250899  IN  01190009  01/15/07  01/15/07   N       72.23          .00 US

 5 30231003  IN  01173821  08/31/06  08/31/06   N       98.86          .00 US

 6 30230349  IN  01173821  08/30/06  08/30/06   N       35.99          .00 US

 7 30227192  IN  01170751  08/23/06  08/23/06   N      184.90          .00 US

Under type you will see CM (credit memo), DM (debit memo), IN (invoice).  Information from the order number:  010 – means an online order; 008 means a manual order.  If there is more than one page of orders, use Page Up and Page Down to view additional pages.  The last line on one page will be repeated as the first line of the next page.
To look more closely at one invoice, type the line number.  Let’s look at line 4.

CUSTOMER     DENISE A. WOOD                     INVOICE AMT         72.23 US

INVOICE DATE 01/15/07       DUE DATE 01/15/07   OPEN AMOUNT           .00 US

  ITEM NUMBER    DESCRIPTION                  
 
QTY     
UNIT AMT      LINE AMT

1 3TLA1          3TLA ADVANCED ACTIVITY SH      
 2       

 13.25         26.50

2 3R04           MEET.THOMAS JEFFERSON            
 1       

  4.50          4.50

3 3R07           ROBERT FULTON, BOY CRAFTS      
 1       
 
 7.25          7.25

4 2N10           CORA FREAR                     

   
 1         
3.99          3.99

5 EA030          START SMART HMESCHL ART S      
 1     
 
  29.99         29.99

6 CAT06          SONLIGHT 2006-2007 CATALO     
  1      

    .00           .00

Again you have the line number, as well as the item number, description/title of the item, quantity, and price.  If there is more than one page of items, use Page Up and Page Down to view additional pages.  The last line on one page will be repeated as the first line of the next page.
To see if the item is included in a package, tab to the invoice field and click delete to remove the invoice number.  You are then inside the ORDER.  You can select the line number of any item you believe was in a package.  If it was part of a package the package item number and title will be found in the top middle of the screen.

OTHER THINGS YOU CAN DO FROM THE INVOICE PAGE & ORDER PAGE [you may not have access to all of these features]

F9 - line by line detail of what has happened since the order was placed, including emails sent out, etc.
F10 – shows any notes on the account; select entity (usually 5) to read the notes.  If there is more than one note you will have to select the line number for that note.

Shift/Alt 1 – order information (i.e. how order was shipped)
Shift/Alt 2 – order cancellation history (time payment info)
Shift/Alt 5 – the screen to update the customer info (DO NOT DO THIS – it also has to be updated in webstore, another program you do not have access to); this is also the screen to see the full email address if it is cut off on the main customer page.

Shift/Alt 0 – tracking information for the package(s), weight, date shipped [though if order hasn’t been shipped there will be nothing on this page]

From F9
· Order created – first line

· Order confirmation email sent

· Shipping order printed (order printed in office – will now be checked if there were any comments, etc., and taken to warehouse to be filled

· UP TO THIS POINT ORDER CAN USUALLY BE CANCELLED

· Order verified  - means it has been picked, checked and packaged  - at this point the order may be on a pallet ready to ship, may already be gone, depends on whether shipper has picked up, etc.
· Order invoiced – usually at the end of the day

· Invoice confirmation email sent

· Invoice printed

If the customer is asking if an order can be cancelled do not EVER promise! Remember the system doesn’t update immediately.  Even if it says the order hasn’t printed it could be printing right then, then someone has to find it, etc.  If the invoice has printed – and honestly, unless it is a major order for someone overseas even if the order has been verified, it is almost unstoppable at that point.  We can always have CR check, but the likelihood of catching an order at that point is low.
To close Assist ---
F12 back to the first page

Control Q to close the field

To download putty:  http://www.chiark.greenend.org.uk/~sgtatham/putty/download.html 

download putty.exe 
