VISCO Inquiries Process
This document applies to VISCO 3.0 and higher.

This documentation provides a step by step guide to the Inquiries process. In VISCO, the Inquiry can be used to:
· Record information about an inquiry e.g. a question regarding product availability, price
· Record information about a response to an inquiry
· View a list of inquiries that are overdue – follow up may be necessary
· View Offer information related to the inquiry 
· Track samples

Inquiries Menu

From the Home Page, select
Sales and Purchases
Pre-order Processing - Inquiries
Create Inquiry – This creates a new Inquiry
From the Inquiry Menu, select Create Inquiry
A new inquiry record is opened:

1. Inquiry Notes Tab – used for comments about the inquiry, often entered during an initial phone conversation
2. General Info Tab – used to record specific information about the inquiry. ‘Due Date’ is the date that the information should be provided to the customer . ‘Date Replied’ is the date a response was sent to the customer

3. Product Tab – Add Line – Add a product from the Product Table (optional)
4. Documents and Images Tab – Add a document, e.g. Letter of inquiry from the customer, a spec for a new product.

5. Select Done to save the information, the inquiry now has a unique inquiry number. 

Update Inquiry - This edits an existing Inquiry
From the Inquiry Menu, either
Type in the inquiry number if known

OR

Select Scan and select the inquiry from the list

Select Update Inquiry
Update the information 
Select Done to save changes
View Offer information

An offer can be linked to the inquiry using the Offers Menu. The offer information can be viewed on the Inquiry – Offers Tab

From the Inquiry Menu, either

Type in the inquiry number if known

OR

Select Scan and select the inquiry from the list

Select View Inquiry
Select the Offers Tab to view the offer information
Select Back to return to the Inquiry Menu

(Note: When creating a new inquiry, the Offer Tab is not visible - it is visible on existing inquiries)

View Inquiry – View an existing Inquiry
From the Inquiry Menu, either

Type in the inquiry number if known

OR

Select Scan and select the inquiry from the list

Select View Inquiry
Select Back to return to the Inquiry Menu

Cancel Inquiry – Delete an Inquiry
This is used to delete an inquiry - for example:

· Customer calls back and cancels the inquiry.

· The inquiry becomes out of date.

· The inquiry is a duplicate or a mistake
Once the inquiry has been deleted, it cannot be viewed in VISCO.
From the Inquiry Menu, either

Type in the inquiry number if known

OR

Select Scan and select the inquiry from the list

Select Cancel Inquiry
Add comments to explain why the inquiry was cancelled
Select Proceed to return to the Inquiry Menu
Manage Inquiry Documents – Add or Remove a document

From the Inquiry Menu, either

Type in the inquiry number if known

OR

Select Scan and select the inquiry from the list

Select Manage Documents

Documents and Images Tab

Add or Remove a document
Select Done to return to the Inquiry Menu
View a list of Overdue Inquiries – Follow up may be necessary
An overdue inquiry is an inquiry where, on the General Information Tab:

Due Date has passed OR Due Date is empty

AND
Date Replied is empty. 
This indicates that no one has replied to the inquiry.
From the Inquiry Menu, 

Select Update Inquiry
On the first Filter box (on left), select Satus from the drop down list

On the second Filter box (on right), type, overdue
Click on the Add Filter button
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A list of overdue inquiries is displayed.

Select Update to view/edit the inquiry.

Select Update or Cancel to return to the list
Using Inquiry to track Samples

Inquiry can be used to record basic, non-financial information about a request for a sample. (Inquiry cannot be used to track the financial ramifications or logistics of a sample. If you need to do this, treat the sample in the same way as any other purchase/sale in VISCO).

Make sure the Inquiry Type table includes, inquiry type Sample
Tools Menu

Master Tables Maintenance

Inquiry Type 

Add Sample if it is not already there

When creating an inquiry, select the inquiry type Sample and follow the above steps to create, update and view the inquiry.
A ‘sample’ status custom field can be added upon request. This makes it possible to View a list of Sample Inquiries. Please contact support@ventureinformationsystem.com regarding adding a ‘sample’ status.

Please contact Support@ventureinformationsystem.com with any questions. Thank you
User Guide Sales and Purchases
4 of 17

