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SET UP STANDING ORDERS 
 

To Set Up a Standing Order for a new or current Customer can be done through 
Customer enquiry, Option 1 from the Main Menu. 

First select the Customer you require from the Get Customer screen, then choose 
Option 5 Standing Orders.  At the bottom of the screen you will be asked if the Customer 
you have chosen is a Weekly or a Non Weekly Customer. 

 
 

This screen displays the current standing orders. You may now amend any of the 
current orders, enter new products onto the standing order or delete an item from the 
standing order. Any orders that are due to start in the future will be marked with an 
asterisk, the view future option will allow you to view and change this future permanent 
change. When all changes have been made then you will save the changes.  You will be 
given the option to save for a future week or the current week. If you save for the current 
week you can then select the day on which you wish the order to start this week.  

If you select the first day of the week then the system will bring the standing 
order into operation from the current weeks start date. If saved from a day during the 
week then the standing order will start from the start of next week, and temporary 
changes will be written for this week. 
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MAINTAIN SEMI RETAIL CUSTOMER DISCOUNTS  
 

To Maintain Account Customers you need to select File Maintenance from the 
Main Menu, Maintain Customers from the File Maintenance Menu and Account 
Customers from the Maintain Customers Menu. 

You will then be presented with the Get Customer Screen.  Enter the Customer 
Number you require. 

 

 
 

The Enter option is highlighted, press return, the highlighted block moves up to 
the Product column ready for you to enter the product code, or /and Enter to select from 
the pick list.  On selecting the appropriate product code the description and retail value 
per item will appear.  The highlighted block has moved to the Discount column.  Enter 
the amount of discount per item. (Remember the amount is shown in pennies so 2p will 
be shown as 0.02) and press Enter.  The Disc.Price column will be calculated and filled 
in automatically and the cursor returned to the product column ready for your next 
product code.  When you have finished entering, press ESCape. 

Choosing the Amend option will allow you to amend those Discounts that you 
have just entered or those that were already available to that customer 

Choosing the Delete option  allows you to remove any discounts that may already 
have been given to that customer or any discounts that you have just made. 

When you have finished you may Escape back to the Main Menu. 
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ENTER OPENING BALANCES  
 

By selecting File Maintenance from the Main Menu, Maintain Customers from 
the File Maintenance Menu and Enter Opening Balances from the Maintain Customers 
Menu, you will be asked to enter the Round you require and in what sequence you want 
the Customers listed, either in Delivery or Collection sequence. 

 

 
 

This screen appears after making your selection on the previous screen. 

Balance amendments should only be made to Retail Customers through this 
Option. To amend balances to Semi Retail Customers this must be done in the Sales 
Ledger. 

On the left hand side of the screen a flashing arrow will appear in a box, move 
this arrow using the Up and Down arrow keys to the Customer required, press enter to 
select the required Customer.  On pressing the enter key the customers balance will 
move to the left and become highlighted with an arrow pointing at the first figure, you 
may now alter the balance and press enter. 

This action will write the transaction to the customers account which will adjust 
the balance to the balance that you have just entered.  When you have finished altering 
the customers balances press escape. 

On pressing escape a warning flag appears . 
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If you select Y the round information held on file is updated by the amount that 
you have input. 
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If  you select N updating of the round information is ignored. 

NOTE:-  The Maintain Opening Balances procedure should only be used during 
the initial set up of the system as part of the installation routine, or after a major system 
failure to replace the balance figures. 
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ENTER HOLIDAY SUSPENSIONS 
 

To arrive at this Option select Daily Routines from the Main Menu and Holiday 
Suspensions from the Daily Routines Menu. 

You will then be presented with the Get Customer Screen.  Enter the Customer 
Number you require. 

 
 

For a holiday you enter the start date then the end date, these dates are inclusive 
of non-delivery days. After accepting the dates you will  get the option of changing the 
default message that will be passed to the Roundsbook, this message will then be printed 
in the Roundsbook when the holiday comes into operation. 

The next option covers the  suspension of all items. This facility allows for the 
order to be cancelled, but you can leave an item for delivery even if you are away. 
Temporary changes are then created for the next 2 weeks, the end of week routine will 
enter temporary changes up to the end of the holiday. 

 If you leave the end date blank then you will put the customer on suspension, the 
default message will be posted to the Roundsbook message  and all products will be 
suspended 

If you need to change a holiday or end a suspension, enter the start date of the 
holiday, the dates are shown in the bottom window, you will be given a warning that 
there is a holiday in operation. You can amend, cancel or leave the holiday as it is. If you 
cancel, all orders are returned to normal from the beginning of the current week. If you 



Page 8 of 29  
 

wish to change the holiday then enter the date that corresponds with the last non delivery 
day and after confirmation the necessary changes to the orders are placed. 
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ENTER DAILY CHANGES  
 

To arrive at this screen select Daily Routines from the Main Menu and Daily 
Deliveries from the Daily Routines Menu. 

You will then be asked to enter the Round you require and in what sequence you 
want the Customers listed, either in Delivery or Collection sequence. 

 
 

Make any changes necessary to Products displayed then press ESC or RETURN 
through all items. 

You will then be passed to the next Option screen. 

Confirming that all is OK you will return to the customer scroll with the next 
customer selected. 

Option 2 New Prod will allow you to enter a product for delivery this week that is 
not normally part of the customers order. 

Option 3 Amend will enable you to go back into the current customers order for 
this week and correct any mistakes. 

Option 4 Pay allows the entry of payments. 
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Option 5 Fwd Temps allows changes to be entered for a future week that do not 
form part of the Customers Standing Orders. 

Option 6 SO allows the changing of the Customers Standing Order. 

Option 7 Cust allows the changing to the Customer information. 

O ption 8 H ols allow s H olidays to be input for the ñC urrentò C ustom er. 

Option 9 Change Day only appears in daily deliveries, this allows changes to be 
m ade on any other day of the ñC urrentò W eek. 

Weekly Deliveries is the same procedure as Daily Deliveries. 
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ENTER FORWARD TEMPORARY CHANGES  
 

To arrive at this screen you need to select Daily Routines from the Main Menu 
and Forward Temporary Changes from the Daily Routines Menu. 

 

 
 

Forward Temporary Changes, allows you to enter a temporary change for a future 
week. You can enter a new product, or amend a product that has already been entered or 
delete a product that is on the list. You key the product number, then the week 
commencing date of the week in which you want the delivery to take place, confirm the 
price code, then enter the delivery quantity. This order is for delivery in this week only, 
when the week has gone then the order will be deleted.   
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FORWARD PERMANENT CHANGES  
 

This Option is done through the Standing Orders Routine and in the same 
procedure. 

When you go to save the changes of the Standing Order you will have two 
Options, Current Week or Future Week. 

 

Select Future Week and enter the date you want these changes to start. 

 


