Standard Operating Procedure

Provisions — Account Management Portal

Dole & Bailey, Inc.
Implementation Date: 7/27/23

PURPOSE: Inform Sales on the techniques and tools possible with Sales Account Management Portal

Portal within Sales Order Processing Menu that allows Sales to quickly see all Open Orders in system for their Territory,
Access and Edit those order by Customer and process NOTES by Customer if helpful.

e Access the Sales Order Processing Menu and locate Sales Account Management

Sales Order Processing Menu

Order Entry Maintenance/Inquiry
Dispatching and Manifest Processing
Suspended Order Maintenance/Inquiry
Order Guide Maintenance

Reprice Orders Only

g] Sales Order Printing

g] Single Order Shipping Forms

Customer Call Sheet Maintenance

Price List Maintenance / Print
Pick-up Processing Order Entry

Sales Account Management
Sales Order Processing Menu (cont)

Sales Order Inquiries & Reports

@ Sales Maintenance Menu

e Contact Management Screen will come up and you will want to locate and populate the Salesperson Code box
with your Salesrep Number or the individual you are supporting.
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Salesperson Code: [ a
Suyer Code e
Broker Code: Q
Account M. Code: a
Keyword: |
Code Customer Name Telephone Last Sale OpenOrders LastPme OpenARS  Status
1000 Use for Testing 05720721 2 0 1
10000 #5 STRAWBERRY HILL ‘RTL* 0782633325 04/20/07 ) 0 A
10001 MICHAEL DIMAMBRO 09/03/20 % 0 1
10006 CERABONEROY 12722722 ) 0 A
10007 NATALIAAVRAM 6170132725 08/18/22 0 0 A
10008 JASON HOLT 05/05/22 ) 0
1001 ACOSTA, PAMELA 979-607-2826  04/28/20 2 0 1
10010 L7WINTERGRILL 34434516 0327/15 0 o G
10011 KATIE NOTARTOMASO 6035576009 07/20/23 0 o o A
10012 EATON, MELANIE 617-901-2599  05/13/21 ) 0
10013 75HAYDEN - LEXINGTON 5084729504  04/25/23 00 050323 0 A
10014 C-743KITCHEN - CLIFTON PARK, 5183752307 03/17/23 ) o A
10015 7AFOODS 508.939-1710 0725723 123275 0 A
- 10016 7AFOODS-BILLING 5086934636 07/25/23 123275 01/13/23 570898 A
10017 761 BEACON - NEWTON CENTER 7745630128 06/18/19 0 0 A
a 10018 L-1OAKON ELM - MANCHESTER 603-206:5599  02/25/16 ) o G
inversoy B 1002 ALVAREZ, CARLOS 9783055175 02/07/18 0 0 A
10020 10 CENTER STREET RESTAURANT oTad626652  06/12/14 ) 0
& 10025 10PRIME STEAK & SUSHI 0317723 % o A
Literature | 1003 ARCE, RAFAEL o3/17/23 ) 0 A
10030 10VEN - HARWICHPORT 7747222633 1272719 0 0 A
1004 ALESSE, MATTHEW. o8/11/22 ) 0
10040 11 CIRCUT- OAKBLUFFS Sos-6e7-0263  07/14/23 0 71615 A
10050 100 CONGRESS 20777577172 0317723 ) 0 A




When hitting ENTER the total Account List for this rep will come up in numerical order. Already here this brings
you to some fantastic info. Account Name / Phone Number(make sure its up to date!) / Date last Sale / Open
Orders / Last Payment Date / Total AR and then whether they are ACTIVE or ON HOLD
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c Openonters Openas  saus
2771 GLETECRoss R o0 w »
24775 GUETTE CATERNG w0 es2 A
276 Guueme revownon w aesas A
24777 GUETTE PLAYRDINNG saset Taen A
Gar7e GuiET kRartpavLy w a0z A
269 Guieme sums sarac0 iz A
Guter e w0 w5 A
Saret Guisre rum w0 oA
a2 GuieTe oum oo w w A
24600 GULETTE CONCESSIONS SoRsas0ne AR e opans aroams A

-
Uiterature

At this point CLICK on the OPEN ORDER header twice and it will bring all of your OPEN ORDER to the TOP of the
list. So you can see who's got orders in. GREAT tool here is to then look at those just under here, last order date
and use as a guide for who you must call to PUSH into an order.
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24777 GILLETTE PLAYER DINING 5085430350 07/21/23 38041 0126023 5787913

OpenARS  Status
20779 GILETTE SUMES S00-543.0350  07/27/23 537000 0772623 91638 A
A
24800 GILLETTE CONCESSIONS 500-549.0420  07/24/23 104 07623 640670 A
24774 GILLETIECROSS CATERING 508:543.0350 12129721 ) © A
2477 GILLETTE CATERING 00 063 maT6s2 A
24776 GILLETIE ReVOLUTION 00 o26p3 6sssor A
24778 GILLETTE KRAFT FAMILY 0 o263 126623 A
2070 GuemE ) 3205 A
2478 GILLETTE PUTNAM 20 oA
24702 GILLETTE OPTUM 500:543.0350 123021 ) 0 A
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To explore ALL activity of a given account click on it to highlight it BLUE. When you do this you will see that the
menu in the left column will expand to Include: ORDERS, QUOTES, NOTES, PROFILE, OPPORTUNITIES and
CONTACTS
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Soesperson Code: 14 @] texarruc o [aarra GILLETTE sumes

Primary Contact BRAD OZERDEM
roker Code: a Telephone: (508) 543-0350
Account Mgr. Code: E-Mail Address: BRADO@GILLETTESTADIUMCOM
P
: @
Orders
A
= N X
Quotes, GILLETTE CONCESSIONS 508-549-0429  07/24/23 18384 07/2623 640678 A
- 24774 GILLETTE CROSS CATERING 508-543-0350  12/29/21 00 0 A
e 24775 GILLETTE CATERING 508-543-0350  07/21/23 00 0726023 3847682 A
= 24776 GILLETTE REVOLUTION 508-543-0350  07/26/23 00 012823 665897 A
3 24778 GILLETTE KRAFT FAMILY 5085430350 07/25/23 00 072623 426623 A
Profi 24780 GILLETIE SE4 508-543-0350  03/28/23 0 39205 A
24781 GILLETTE PUTNAM 5085430350 12/30/22 0 o A
. 24782 GILLETTE OPTUM 508-543-0350  12/30/21 00 00 A
Opportunities
Contacts
- §
Inventory

Literature




Click on ORDERS:

B Contact Management

I
&
Exit Clear Q) inquiries ¥ Calendar O prospeas @ customers O suppliers
Salesperson Code: 14 G 14KRAFTLLC Code: 24779 [aiLcerre sumes
Buyer Code: Q Primary Contact: [8RAD OZERDEM
Broker Code: Q Telephone: [is08) 543-0350
Account Mgr. Code: Q E-Mail Address: [BrADO@GILLETTESTADIUM.COM
Keyword:
o a Teleph e s Last oot 25 sa
Gures 24800 GILLETTE CONCESSIONS 07/24/23 18384 072623 A
- 24774 GILLETTE CROSS CATERING 508-543-0350  12/29/21 00 0 A
3 24775 GILLETTE CATERING 508-543-0350  07/27/23 00 o012623 3847682 A
ks 24776 GILLETTE REVOLUTION 508-543-0350  07/26/23 00 0772623 665897 A
24778 GILLETTE KRAFT FAMILY 508-543-0350  07/25/23 00 072623 426623 A
i 24780 GILLETTE SE4 508-543-0350  03/28/23 00 39295 A
24781 GILLETTE PUTNAM 508-543-0350  12/30/22 00 o A
24782 GILLETTE OPTUM 508-543-0350  12/30/21 00 0 A
Opportunities
&
Contacts
Inventory.
-
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This will open a FULL list of all orders in the system for this account and allow you to double click a specific order
which will open it in EDIT mode and you can edit and add to that order quickly and easily.

&y Sales Orders

Exit

(3

New Document

Totals: 4] | $5,370.00
Doc# Ship Date DocDate  Name PO Number Value Cost
121480 07/26/23 GILLETTE SUITES 18915 456.00 605.28
121282 07/26/23  GILLETTE SUITES 18912 90134 137954
121484 07/26/23  GILLETTE SUITES 18919 34483 41398
121584 07/27/23  GILLETTE SUITES 18942 278400 297120




