Sales and Purchases, Pre-Order Processing – 

Inquiries
Introduction
This documentation provides a step by step guide to the Inquiries menu.
The purpose of the Inquiries menu is to record basic pre-sales information. The inquiries menu can be used in a variety of different ways in accordance with business needs. For example, the Inquiries menu can be used for:

· Recording information about an inquiry received

· Recording information about a reply sent to an inquiry. 
· Creating a reminder to call someone back. 
· Tracking samples
Each inquiry has a unique inquiry number, this number is either generated by VIS or entered by the user, depending on the configuration of VIS. (Please see the ‘Configuration’ section of this VIS Customer Guide to see your system configuration).
Search Tools

The VIS system includes sophisticated search tools which facilitate detailed searches of all information. The search tools are available throughout the VIS system. A description of each search tools follows:
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Alphanumeric list

This list provides a quick way to add letters and numbers to the filter box. Simply click on the character to select it, it will be added to the filter box. “Show All” clears the current filter in preparation for a new search.
Filter Box

This displays the criteria for a current search. 

Add Filter Button
This button provides a quick way to use more than one filter. After selecting the first filter, click on the “Add filter” button and select the second filter. A description of the filter will be displayed beneath the alphanumeric list.

Drop down list. 

The first drop down list contains data that is often used to filter information such as “customer name”. The drop down list is used in conjunction with the radio buttons and the “Add filter button”. To make a search more specific, it is possible to select more than one item from the drop down list. To do this, select the first item from the list, select the “add filter” button, then select the second item from the list. The search results will be displayed.
The second drop down list is “Items Per Page”. This provides a quick way to control how search results are displayed.
Radio buttons. 

Radio buttons provide a quick way to make the search more specific. 

· The Contains button is used when partial search information is available. For example, to search for a customer name that includes the word “United”, select the Contains radio button, then type united in the filter box.
· The StartsWith radio button is used when the first part of a name or number is available. For example, to search for an inquiry number that starts with “5”, select the StartsWith radio button, then select 5 from the alphanumeric list.

· The Equals radio button is used when you have the exact information. For example, to search for the date July 4, 2006, select the Equals radio button, then type the date (using the VIS date format) mm/dd/yyyy in the filter box.
Includes Completed

· The Yes radio button selects open and closed records.
· The No radio button selects open records.

Export a list to Excel

To export your list to an Excel Spreadsheet, select the Excel button.
Return to previous menu

To return to the previous menu, select Close Scan
Add New

To add a new record, select “Add New”.  
Inquiries
From the home menu, select Sales and Purchases
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This takes you to the Sales and Purchases menu
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Select Inquiries, this displays the following menu
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Inquiries Menu
Inquiry Number

VIS generates a unique inquiry number for each inquiry. If you know the pre-existing inquiry number, enter it in the box and click on the scan button, a list of open inquiries will be displayed. If you are unsure of the inquiry number, simply click on the scan button.
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If the list of inquiries is long, the search tools can be used for a secondary search to locate your specific inquiry. 
Please see Search Tools section for instructions on using the search tools.
Create Inquiry
The first item on the Inquiries menu is Create inquiry. It displays the following form where information about a new inquiry can be added.
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There are four tabs which can be used as follows:

Inquiry Notes tab is where you can type comments or useful information.

The General Information tab is where the details about the inquiry are entered, using the scan buttons to select from lists of information. The general information tab displays the following form.
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The Products tab is where details about the product are entered. It displays the following form.
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· To enter a new product, select Add Line. 
· To select a specific product, select the Scan button in the Product ID column, then use the search tools to locate the product from the list. (Please see the Search Tools section for instructions on using the Search Tools)
· To select a product, use Select. 
· To add the product to the inquiry, select Add New. To confirm it, select Update. 
· To remove the product from the inquiry, select Cancel. 
The Documents and Images tab is used to add documentation to the inquiry. To locate a document, use scan and filter. To browse a computer or network for a document, select the Browse button.
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After all the information has been added, select Done to return to the Inquiries menu.
Update Inquiry

The second item on the Inquiries menu is Update inquiry. It displays the following form.

The search tools (described in the Search Tools section) can be used to search for a specific record. To view the information, select Edit from the left column.
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When all the information has been edited, select Update or Cancel to return to the Inquiries menu.

View Inquiry
The third item on the Inquiries menu is View inquiry. It displays the following form.
The search tools (described in the Search Tools section) can be used to search for a specific record. To view the information, select Edit from the left column. After viewing the inquiry, select Done to return to the Inquiries menu.
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Cancel Inquiry

The fourth item on the Inquiries menu is Cancel inquiry. There are several reasons why an inquiry may be cancelled. For example:

· Customer calls back and cancels the inquiry.

· The inquiry becomes out of date.

· The inquiry is a duplicate of another inquiry.

Selecting Cancel Inquiry displays the following form. To remove an inquiry, select Cancel from the left column.
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Selecting cancel displays the Inquiry Cancel form. Select the Cancel Inquiry button to proceed. 
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Enter a comment explaining why the inquiry was cancelled. Select Proceed to confirm the cancellation.  Selecting Proceed or Cancel will return you to the Inquiries menu.
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