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The Sales Order Desk Application (SODA) is part of the
Merchandise Management System (MMS). The purpose for
SODA is to assist in efficiently fulfilling online orders
resulting in ongoing growth of efollett sales and excellent
customer service.

Processing online orders involves:
Logging On and Off of SODA
Printing a Pick List
Picking Orders Using a Pick List
Confirming Picks
Packing Items for the Order
Performing Loss Prevention

Note: Start a printer session before logging on to SODA.
A special icon has been added to every SODA workstation.

[ Log on to SODA ]

To log on to SODA:
1. Click Internet Explorer.
2. Select SODA from the Favorites menu. The

Merchandise Management System screen is displayed.

3. Click the Java link (underlined in blue) on the
Merchandise Management System screen. The SODA
Login screen is displayed.

Type your user id in the User ID field.

Type your password in the Password field.

Click the Login Go button. The JDA Portfolio screen is
displayed.

Select the Environment, Version, and Language, if
necessary.
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Basic

Click the Enter button. The Sales Order
Desk Application (SODA) screen is
displayed. This is the SODA home page
and contains the main menu items.

Note: Two Internet Explorer windows show
at the bottom of your screen. Both must
remain up until the end of the session.

[ Log off SODA

To Iog off SODA:

7.

Click the Go Back button in the upper
left corner of the screen until the Sales
Order Desk Application (SODA) screen
is displayed.

Click MMS in the upper left corner of the
page. The MMS dropdown menu is
displayed.

Click Logoff. The Logon screen
displays.

Click the Close button in the upper right
corner to close the screen. The Jwalk
screen displays.

Click the Close button in the upper right
corner of the window to close the
screen. The Have you logged off your
AS/400 session? dialog box is
displayed.

Click the OK button. The Are you sure
you want to navigate away from this
page? dialog box is displayed.

Click the OK button. The Windows
desktop is displayed.

[ Printing a Pick List

To generate a Pick List:

1.

Select Store Order Desk Application
(SODA) » Print Pick/Order Documents.
The Store Order Pick/Order Detail Print
screen is displayed.

Select Options » Print Pick List &
Order Details. Pick List & Order Details is
displayed in the Current Selection field.
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Click the Print DDCS radio button to sort and print
the list according to Department / Division / Class /
Section (DDCS) order. This is the default and
preferred pick method.

.....OR..
Click the Print Order radio button to print the list in
order number sequence.
Select the order(s) to be printed.
Click the Accept Selections button to generate the
pick list for all selected orders. The pick list job is
submitted. It prints on the workstation printer.

[ Picking Orders Using a Pick List

The pick list indicates the customer’s preference for
New or Used books. If the preferred condition is not
available and the customer has indicated “Yes” to
substitution, pick the substituted item. Be sure to note
the actual picked condition on the pick list.




During buyback, if the customer’s preferred condition is . Type a number in the Pick Qty field to }
“used”, check all areas, i.e. the “buyback area,” for used match the notes on the paper pick list. Packing Items for the Order
course materials before making the substitution. . Click the Pick Confirmed button if the

o - - . order does not require any special There are specific requirements for handling efollett
If the customer indicated “No” to substitution, the item should processing such as Tax Overrides, orders fulfilled in the store.

be zero picked. erte zero for quaptlty on the pick list and Discounts, or Shipping Overrides. (See the Shipped Orders
then enter zero into SODA so the item is placed on Processing Online Orders — Additional +  Allitems must be packaged in the approved efollett
backorder. Functions (Intermediate) Quick Reference boxes for shipped orders.
Guide for details on handling additional . The tracking number is |ogged for all sh|pped
functions.) orders.
SODA processes payment against the Orders for Pickup in the Store
customer’s credit card or other payment * Designate clearly an online order pickup area. Do
method. When the payment is successful, the this as part of Rush preparation.
packing list for the order is automatically Organize orders by the last two digits of the
printed. customer’s efollett order number or customer last
name.
Secure orders only in an efollett box or sealed bag

If the payment process was not approved, the

order is given an exception status and is and staple the paperwork on the outside of the
] displayed on the list of Web Order Exceptions approved container.

for resolution. (See the Handling Web Order Note: See the SODA Order Fulfillment Manual for tips
Exceptions in SODA (Manager) Quick and more specific instructions.
To confirm picks on the SODA system: Reference Guide for details on handling web

1. Click Store Order Pick/Ship Confirm option on the exceptions.) ]
menu. The SODA Picking Confirmation screen is Loss Prevention
displayed.

Type the order number. . : SODA flags orders on the Pick List Header and Order
~OR-~ ' Details screen if they meet the criteria established by

Hi_ghlight an order from the list. . Loss Prevention for fraud potential.
Click the Select button. The details for the order

selected are displayed.
Note: Only one order can be confirmed at a time.

[ Confirming Picks

Flagged orders must be reviewed against the Store
Order Fulfillment Fraud Checklist by the key fulfillment
associate before they are processed and shipped to the
customer.

Customnar Commenty  please do med ship wstil 4/1/87
Comments o Cantomes
el Cormemares

o] e L = [

L L S Tome (o P Tas ;i
o i ) F T v Prothbogy i
2065 | SN TSRO0 | SR 9‘—1_1_5:_;_:-\:_-: He L]

Follett Higher Education Group, Ltd. Processing Online Orders with SODA - Basic QRG, Copyright © 2008

This material contains valuable proprietary information and trade secrets of Follett Higher Education Group, Ltd. and Follett Corporation, River Grove, lllinois (“Follett”), embodying substantial creative
efforts and confidential information, ideas and expressions, no part of which may be reproduced or transmitted by any means, electronic, mechanical or otherwise, including photo copying and recording
or in connection with any information storage or retrieval system, without prior written approval from Follett.

Copyright © 2008 Follett Corporation. All rights reserved. Unauthorized reproduction or distribution is prohibited.




