
Best Practices
Tips to Navigate Transactions in cERP to save time & gain efficiency



Agenda

Status Boards

Navigate & 
Contract Close Out

User Interface

Sort & Filter Lists

Dates, Dates & Dates



Status Boards
Overview

• View header/lines with 
efficiency

• Quickly review/update 
Documents

• Used by multiple roles for 
different purposes.  
Including:  

• Warehouse
• PM/Sales
• Ops Mgr
• Sales Mgr/GM
• Purchasing
• Billing



Sales Status Board
for Warehouse  

Filter on Shipping Status:

• Ready & Requested Del. 
Date < a few days out 

= Ready to rock & roll!

• Partial & Requested Del. 
Date < a few days out 

= Need Purchasing or 
Sales to review

• Not Ready & Requested 
Del. Date < a few days out 

= Need Purchasing or 
Sales to review



Sales Status Board 
for PM/Sales  

Filter on Shipping Status:
• Partial & Requested Del. Date < a 

few days out 
= Need to review

• Not Ready & Requested Del. Date < 
a few days out 

= Need to review

Filter on Req Del Date:
• < today

= Need to review/update due 
date

Review Alerts



Sales Status Board
for Management  

Filter on Req Delivery Date:

• ‘’ (blank)
= Sales/PM need to 
review/update due date

• < today
= Sales/PM need to 
review/update due date



Purchase Status Board 
Filter on Completely Received 
No:

• Promised Date < a few days out 
= Material due to arrive soon

• Promised Date < today
= Material is late; contact vendor

• Promised Date ‘’ (blank)
= Not confirmed; contact vendor 
if needed  (also shows in cue)

Filter on Vendor:
• Quickly work open PO’s for a 

given vendor

Review Alerts



Shop & Work Order 
Status Boards Filter on Finish Status:

• Ready & Due Date 
= Material that can be shop built

• Partially Ready/Not Ready & Due Date 
< a few days out

= Material that is due but not ready

• Promised Date ‘’ (blank)
= Not confirmed; contact vendor if needed  
(also shows in cue)

Sort/Filter on Qty Remaining:
• Plan for larger jobs requiring more 

labor

Review Alerts

Visual Indicator for Ready to Finish 
Status 



Release Schedule 
Status Board 

Quickly Review & Update:
• Due Dates

• Should not be blank &/or < today 

• Unscheduled Lines
• Confirm all lines on job are 

scheduled

• Split Out Lines

• Purchasing Code
• Change a release to ship direct

• Ship to Code
• Handy for sending Hardware to 

Alum door installer

• Stored Material
• SO lines will be shipped to 

stored

• Comments

• Navigate



Navigate Quick & Easy Access to History 
on Order:

• Contract
• Contract
• Category List
• Group List
• Vendors
• Release Schedule
• Material List/Component
• Assign. Level 3 

(Transactions/Posted 
Transactions/Material 
Schedule)

• Sales Order/ Purchase 
Order/ Shop Order

• Associated Doc Navigate 
on the line ribbon



Contract Close Out
Use throughout job to see:

• Remaining Material

• Open Transactions (PO, 
Shop, SO) 

• Unassociated Material

• Stored Material 



Profiles / 
User Interface

Configuration vs Personalization

Column Ordering

Remove excess columns 

Streamline Look & Feel

Role Centers

Focus user’s attention on tasks 
they need



Sorting & Filtering

Stop scrolling & start filtering

Click to sort Descending 

Don’t forget “All Columns” 
when filtering



Dates, Dates 
& More Dates

Starts at PM/Sales

Directly impacts Roles 
Downstream 

• Purchasing

• Shop

• Warehouse

Pull work, instead of 
pushing

• Work smart, not (as) 
hard
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