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Chapter 1: Introduction and I nstallation

| ntr oduction

Take An Order! isapowerful tool for field order taking using a Palm Computing platform handheld
device. Orders can be taken manually on a standard unit, such asaPalm |11, and can aso be taken
with the assistance of the built-in barcode scanner of the Symbol SPT 15xx/17xx/18xx, the plug-in
barcodes scanners available for the Handspring Visor (the Symbol CSM 150 and the PSC
Momentum), or the Socket Communications SDIO scanner which plugs into any Palm handheld with
an SDIO dot, including most current Zire, Tungsten, and Treo models, as well as some earlier models
like the m500 and m505. The resulting information can be printed directly in the field, and also
HotSync'ed back to the desktop, creating a simple text file (tab-delimited or comma-separated) which
can be easily imported into any existing desktop database, spreadsheet, or other business management
software.

The compl ete software package consists of the following items:

e Order.prcisthe handheld software which isinstalled into your Palm or Symbol unit.

e OrderD.prcand OrderE.prc are German (Deutsch) and Spanish (Espanol) versions of the
handheld software which isinstalled into your Palm or Symbol unit. If you want to use one
of these instead of the English version, install the relevant version program in your Palm
instead of the O der . pr ¢ file (you'll find thesefilesin the For ei gn Language folder inside
theTri al folder). Please note: this softwareis provided as a convenience for our German-
and Spanish-speaking customers only. We do not provide the manual in German or
Spanish, and we are not able to offer any technical support in German or Spanish.

For Windows, the following two additiona files are used:

e TAOConduit.dll isa"Conduit" which isrun by the Palm HotSync Manager when you
HotSync the unit; it reads sales data from the handheld unit and transfersit to afile on the
desktop where it can be read by existing desktop software.

e Ingtall.exe isaspecia program which must be used just once to ingtall the software, and to
notify the HotSync Manager that anew conduit (TAOConduit.dll ) is now present and
must be run when HotSyncs occur.

For Macintosh, the following one additiona fileis used:

e Take An Order Conduit isaMacintosh (PowerPC only) conduit which downloads items
(catalog data) into your handheld unit, and uploads sales information back to your desktop
computer. Note that use of this softwar e requires use of version 2 of the Palm MacPac
software.

| nstallation

Windows:

1. Veify that the standard Palm desktop software, including the "HotSync Manager” software,
isinstalled on your computer. If the HotSync Manager is running, you should see asmall
red and blue icon in the lower right hand corner of your computer screen, showing two
arrowsin acircular pattern. If HotSync Manager isnot installed or running, do not
proceed, but return to the manual that accompanied your Palm, Symbol, or Handspring
handheld unit, and follow the instructions there to properly install the desktop software.



Double-click on I nstall.exe to run it. This program will copy all the contents of the folder it
isin (including Order.prc, TAOConduit.dll, and the files containing the manual) into a
Take An O der folder inside the folder which contains your Palm software (typically

C:\ Pal m). Install.exe will aso arrange for the handheld software (Order .prc) to be
installed in your handheld unit at the time of the next HotSync, notify the HotSync manager
that a new conduit has been installed (you'll see the HotSync manager icon disappear and
then reappear as part of this process), and automatically open this manual file when it
finishes.

Verify that the conduit is properly installed by clicking on the small HotSync icon in the
lower right of your Windows desktop (the HotSync icon is a circle with ablue and red
arrow facing in opposite directions). From the menu which appears, click on Custom. A
window will appear listing al of the Conduits which are active on your system. One of these
should be "Take An Order". The different settings of the conduit will be described below.
For now, click on OK, then click on Done.

Now put the handheld unit in the cradle and perform a HotSync. Thiswill install the
software into your Palm handheld device.

When the HotSync process is finished, press the HotSync button again and perform a
second HotSync. This HotSync will create the necessary folders which will be used by
Take An Order to download and upload information to and from the Palm (thiswill be
discussed below).

If you need to install the handheld software in additional Palms (which requires that you
purchase multiple licenses for the software), use the standard Palm "Install Tool" (accessed
from the Ingtall button inside your Palm desktop software) to install Order.prcin one or
more additional Palms.

If you should ever wish to deingtall the conduit, you'll find a program named SCS Conduit
Uninstaller.exe insidethe Take An O der folder which contains the conduit. Run (by
double-clicking) the uninstaller and the conduit will be uninstalled.

M acintosh:

1.

Make sure the Palm desktop software, which includes the Palm HotSync Manager software,
isinstalled on your desktop computer. The Palm desktop software is something that is
provided by Palm (or Symbol or Handspring or other Palm licensees), not by Stevens Creek
Software. It must be installed on your desktop computer prior to continuing with these
instructions.

Drag thefile Take An Order Conduit into the Condui t s folder inside your Pal mfolder
(or wherever your Palm software is stored).

Start the HotSync M anager application (most typically using the "instant Palm menu™ on
the right end of your menu bar). In HotSync M anager, sdlect Conduit Settings under the
HotSync menu. Y ou should now see the conduit named " CatScan" listed. Double-click onit
to bring up the settings window. Click the radio button next to the setting which reads
Download New Catalog to Handheld, and aso click on the Set As Default. Click on
OK. Verify at thistime that the "Install" conduit is set to "Ingtall files'. Close the Conduit
Settings window by clicking on the close box in the upper left corner.

Sdlect I nstall from theHotSync menu, click onthe Add To List button, and use the file
browser to locate the file Order .prc, and click on Add File. Close thelnstall Handheld
Files window by clicking on the close box in the upper |€eft corner.

Now put the handheld unit in the cradle and perform a HotSync by pushing the button on
the cradle. Thiswill install the software into your Palm handheld device, and create the
necessary folders which will be used by Take An Order to download and upload
information to and from the Palm (thiswill be discussed below).

To de-ingtal the conduit, ssmply drag it out of the Condui t s folder.



Starting the Application

From the Applications window on your Palm device, ook for theicon labelled TakeOrder which
looks like this:
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Licensing the Software - Entering Your Serial Number

If you have registered the software, and have obtained a serial number from Stevens Creek
Softwar e, you enter the serial number by selecting About Take An Order! from theConfigure
menu. On the bottom of the information screen which appearstelling you about Take An Order!,
you'll see aLicense button. Tap on that button, and this screen appear:

Enter S5erial Mumber

Mame: Steve
Serial Mumber:

[ ok ][ Cancel |

Use Graffiti (or the on-screen keyboard) to enter your serial number (supplied to you by Stevens
Creek Software); when you're done, tap on the OK button. If you enter an incorrect number, the
software will let you know. If necessary, tap on the Cancel button to dismiss the Enter Serial Number
screen.

If you have asite license copy of Take An Order!, the Namefield in the Enter Serial Number screen
will also be a dotted line in which you can enter information. In this case, you'll need to enter your
"dtelicense name" in that field, aswell as the Seriadl Number in the bottom field.

If you run into a problem, this probably means that when you provided your Palm user name to
Stevens Creek Software, you did so incorrectly. Check the name in the Enter Serial Number screen
shown above, and write it down exactly (including case, i.e., whether the letters are upper-case | etters
like THIS or lower-case |etters like this) and email it to Stevens Creek Software technical support and
wait for anew seria number to be provided to you.

Chapter 2. Setting Up Your Catalog



Setting up a Catalog - Creating a Desktop File

In generd, you will want to set up a catalog of items to be installed into your handheld unit. Y ou will
be able to add items into the catal og directly on the handheld unit, as described below, but assuming
you have areasonably large number of items, you'll amost certainly want to prepare the catalog on the
desktop. Chances are, of course, that you aready have a desktop database containing information
about your products, so you'll just need to export the required information from that database as
described in the next paragraphs.

In order to set up acatalog, you must first prepare an appropriate text file containing the information.
Thisfile must be a smple tab-delimited or comma-separated text file, containing one or more columns
of information, one line per catalog item. The order of the information is this:

The name of theitem (REQUIRED)

The price (with or without aleading "$", but it MUST have two decimal places at the end,
e.g., "14.00" and NOT "14" (OPTIONAL)

0if not taxable, 1 if taxable (OPTIONAL)

0if not discountable, 1 if discountable (OPTIONAL)

Barcode, up to 13 digits with no dashes or spaces. Note that if you are entering a UPC code,
you should enter the 12-digit code, including the "check digit" which isthe final number.
(OPTIONAL)
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Items are "sequentially optional,” that is, if any item is present, all preceding items on that line must be
present. For example, if you want to specify name, price, and barcode, you must include the 1 (or 0)
for taxable and another 1 (or 0) for discountable. If the priceis not present, it is assumed to be 0.00.
Items are assumed to be taxable and discountable unless specified otherwise.

So each line may look like any of these options (where == represents the tab character):

W dget

W dget == 7.95

Wdget == 7,95 —= 1 == Q

Wdget == 7,95 —= 1 == 0 = 7559608282
W dget, 7. 95, 1, 0, 7559608282

Each line in the file does not need to be the same; for example you might have barcodes next to most
items, but not next to afew.

The order of itemsin thisfileis up to you, but once they are installed into the handheld unit, they will
be sorted in alphabetical order by the name of the product.

| nstalling the Catalog in the Handheld Unit

Thetext file you create must be given the name Cat al og. t xt (Windows) or Cat al og (Macintosh)
(exactly as shown, with an upper-case "C" and the rest of the name lower-case), and it must be placed
inaspecia folder. We'll discuss that folder in the next paragraph, but for now, we'll just note that
whenever you HotSync, the Take An Order Conduit looks for afile named cat al og in the
appropriate folder. If the fileisfound, the contents of that file will be downloaded into your handheld
unit to serve as your catalog, either replacing any existing catalog, or being appended to it, depending
on how you configure the software. The file will then be renamed as Cat al og. bak (Windows) or
Cat al og (downl oaded) (Macintosh), so that subsequent HotSyncs will not reinstall the same
catalog, but thefileis ill therein case you need it. If you later create another file named Cat al og in



order to install new information, when that file is renamed, the previous backup file will be deleted.

Thislocation of the special folder and the filesit may contain will vary from system to system, but a
typical setup is shown here, in a case where we are assuming that the handheld unit (your Palm) has
the name "Natasha' (folder or directory names are shown in black, and file names in red):

Macintosh Windows
Maci nt osh HD C
Pal m Pal m
Users Nat asha
Nat asha Take An Order
Take An Order Cat al og. t xt

Cat al og Cat al og. bak
Cat al og (downl oaded) Orders. txt
Orders OrdersOl.txt...Oders09
OrdersOl1... O ders09 Summary. t xt
Summary Surmmar y01. t xt. .. Sunmmar y09

Summar y01. . . Sumrar y09

Y ou won't need to create any of these folders (shown in black) yourself. When you install your Palm
(or related, e.g., IBM, Franklin, Symbol) desktop software, the main directory (shown as Pal mabove
but this name may vary on your system) will be created, and, on a Macintosh, a sub-directory (or
folder) named User s will aso be created. Whenever you HotSync a handheld unit to that desktop
computer for the first time, a new sub-folder is then created (shown here as Nat asha). Note that on a
Macintosh, the user's folder always has the same name as the handheld unit, so for example if the
name shown on the Palm is "Bullwinkl€" the folder will be called Bullwinkle. On Windows, however,
the folder name may be different (for example, it might be "Bullwi™). And finally, the first time you
perform aHotSync after installing Take An Order conduit, the Take An O der folder will be
automatically created. This means that after installing the conduit (described above), you should do at
least one HotSync (to createthe Take An Or der folder) before attempting to install a catalog into the
unit (you can avoid thisstep if you create the Take An Or der folder yourself). The only thing you as
auser will need to be concerned with are the filesin that folder (shown in red).

Once you have created the Cat al og file and placed it in the folder, you need to configure the conduit
Settings:

Selecting the Conduit Mode

Once you have created the catalog file, you need to set the conduit for the appropriate action. Run the
HotSync Manager program, and select Custom (Windows) or Conduit Settings (Macintosh).
Double-click on the Take An Order conduit and you'll see awindow that 1ooks like this (Windows
and Macintosh look dightly different):



Change HotSync Action '

—Haot Sync Action for Take An Ordel ——————————

| #E (* Syncronize data

[Dawnload new catalog
ttemz, upload new orderz]

_ ,ﬁ " Download full catalag ta handheld

Ok,

Cancel

Eﬂ . uD'DEIIj oidaicis IjE-'Ektl:ll:l ..................................

e SHET
-'"-."' - 1
L1711

" Do Mathing

For purposes of downloading a catalog, there are two relevant settings. Download full catalog to
handheld (labelled M acintosh overwrites handheld on the Macintosh) downloads your catalog as
isinto the handheld unit, replacing any existing catalog (and making any collected orders useless!).
Synchronize will append the datain your desktop file to an existing catalog on the handheld unit. If
you work with very large (thousands of items) catalogs, you will undoubtedly find that appending
new itemsto acatalog is much faster than installing an entire new catalog; with smaller catalogsit
won't make much difference.

Once you have selected the proper choice and clicked on OK, the next time you perform a HotSync
the catalog will be installed in your handheld unit.

Creating Catalogs On the Handheld

When you launch the Take An Order! application, you'll see this screen which isthe screen on
which orders are normally taken:

| Take An Ordep!™ #1000 4 p

F Tax: .00
Disc: w 0% Shipping:
w Cazh Sale Total: 0,00
[ Mew | [Add Itern ] [Sald to ] [Z] [ Print |

Before you create your first order, however, you'll need to set up your product catalog, which contains
the items which can be added to your orders. Tap on the Add Item button, and you'll be taken to the
Catalog screen:



[Setect item() from catatos I

Areaoder F0.9g
Athlete's Calculator Fi10.4g
Handy Randy $14.95
PalrnPrint 2995
PocketTirmer F49 95
Snaillailer F19.95
Take An Srder! 4119.95
UnDupe $4.95

quantity: [l 2]3Ta]5other]
ABCDEFGHIJKLMMOPGRETUN W EYE
[ Cone | [ Add to Grder ][ Clear ]

If you haven't created and installed a catal og from the desktop, as described above, you'll seethe
default catalog (shown above), which isautomatically installed to alow you to try out the software.
Theitemsit contains are a number of software products from Stevens Creek Software. Well assume,
however, that you want to create your own catalog. Tap on the M enu button, and you'll see this menu:

Add Item

Add from Clipboard
Modify Selected Itemn
Delete Selected Item{s)
Clear Catalog

Sort Catalog

Mo =ZTm

Most of these menu choices are self-explanatory, but we'll explain them anyway:

Add Item brings up this screen which you can use to add an individua item into your catal og:

Add/Update Catalog

Item:

[ Taxable [ Discountable
[ Add ][ Cancel ]

The catalog lets you enter the name of the item, the list price, a bar-code or part number (PN), and to
indicate whether that item is taxable or discountable. If you are using barcode scanning to select items
with Take An Order!, what you enter in the barcode field must match exactly the number which will
be scanned. For example, even though barcodes are often shown in writing with dashes between
groups of numbers, typically those dashes are not part of the actual barcode which isread by the
scanner, so they should not be entered in the BarCode field.

Some items which you may wish to have appear on your order, for example "Installation,” don't have
alist price. You can leave that field blank to and the list price will be zero; you'll then be able to set
that price manually on any particular order.

Add from Clipboard isaway to add itemsto the catalog in bulk directly on the handheld. Although
in general you'll create catalogs on your desktop as described at the beginning of this chapter, this
feature does have one important feature - allowing catalog updates to be sent out to the field viaemail.
Create atext file on your desktop which contains the items for the catalog, with tabs separating the



fields, and a0 (or 1) to indicate non-taxable (or taxable) and non-discountable (or discountable). In
other words, anindividua linein thisfile will contain the name of the item, atab, thelist price (in the
form "xx.yy", i.e, no"$" a the beginning), atab, a0 or 1 to indicate taxable status, atab, a0 or 1 to
indicate discountable status, atab, and the bar code. Note that all items except the item name are
"sequentially optional.” This meansthat you can fill in the item name only (leaving the rest of theline
blank), the item name and price (leaving the rest of the line blank), and so on. The price defaults to
zero, and the taxable and discountable status discount to 1 (true). Now you can email thisfileto a
salesperson in the field who is receiving email on their Palm (or, if they receive it on their desktop or
laptop, they can copy it into a Palm memo and download to the Palm). Now, once it's on the Pam, the
user selectsthe relevant text in either the MemoPad or email application, copiesit to the clipboard, and
then returnsto Take An Order! and usesthis feature to add the new items to the catalog. Although
this same function can be accomplished using Palm's remote HotSync feature, not all userswill be
able to take advantage of remote HotSync, so this technique offers an aternative.

Modify Selected Item isused to do just that. Tap on an item in the existing catalog so it is
highlighted (it will appear in inverse video, white letters on a black background) and then select

M odify Selected Item. The same dialog shown above will appear, but this time with the existing
valuesfilled in. Modify them as you want, and then select Update (which appearsin place of Add) to
update the catalog (or Cancel to change your mind). Note that modifying an item does NOT affect
itemswhich are aready on existing orders (which will be described below); it only affectsitems
subsequently added to orders. So you can change the price of an item near the end of the day (for
example) without changing the price of the item on orders received up to that point.

Delete Selected Item does just that; tap on the item to highlight it, then select this menu item.

Clear Catalog is something you'll want to do at first to remove the sample catalog shown at the top
of this page; after that you'll obvioudy want to be more careful about selecting it!

Sort Catalog will only be needed if you have just imported a catalog, and even then, it should happen
automatically without you needing to do anything. Likewise, when you create a catalog within Take
An Order! itsdf, using either Add Item or Add from Clipboard, the catalog is automatically
sorted into a phabetical order.

Chapter 3: Taking Orders



Once your catalog is configured, let's return to the main screen:

| Take An Ordep!™ 21000 4 p

 Tax: .00
Disc: « 0% Shipping:
w Caszh Sala Total: F0.00

[Mew | [Add ltern ] [Sald to |2 [ Print |

Thefirst thing you'll doisto click on the New button to start anew order. If thereisacurrent order
that isnon-blank (that is, it has some itemsin it), the order number (shown on the top line of the
screen) will increment, and the screen will also be cleared of the existing order.To set the order
number to a particular number, after you tap New, tap on the Menu button and select Order Number
from the Configur e menu (note that instead of tapping on the Menu button, you can also tap on the
title"Take An Order!" on the top line of the screen; the menu will drop down just the same way):

DT configure

Order # o O
Tax Rate
Printer

Output

Header

Footer
Signature Line
Credit Card Text
Currency Symbol
Scanning

Export

Ernail To

About..

Thiswindow will appear:

Enter Order##

Order#: 1000

[ ok ][ Cancel ]

Enter the desired number and tap OK. Depending on the system you want to use, you may set this
number once only, or once aday, etc. Y ou can only enter numbersto be entered as an order number;
letters or other characters are not permitted.

Now you're ready to add items to the order, so tap on the Add Item button, and the catalog screen
will appear:



Catalog | Marme [L]

Areaader F9.9c
Athlate's Calculatar 19.95
Handy Randswy 14.95
on Hand 79,95
FalrnPrint 39,95
FocketTimer 49,95
SnailMailer 19.95
Take An Drder! 119,95
UnDupe ¥.95
s ' HAABAHAEET

ABCDEFGHITE L MNP RESTU WY S
[Done | [ Add to Order ][ Clear ] ﬁ

To select an item, you ssimply tap on it. When you do, theitem will be highlighted (changed to inverse
video, white letters on a black background). Y ou can select multiple items at once ssimply by tapping
on them one at atime (or "tapping and dragging” if they are adjacent to each other on screen). To
change the quantity of theitem(s) which is (are) selected, just tap on the appropriate quantity; if the
quantity is greater than 9, tap on Other and awindow will appear in which you can enter the actua
number. When you have the items and quantity selected, tap on Add to Order and the selected
item(s) will be added to the order and the selection cleared. Y ou can now select more itemsif you
wish (perhaps with a different quantity), and then return to view the order by tapping Done.

If you make a mistake when selecting an item, you can "unselect” (or "deselect") it by tapping on the
Clear button (which will clear al your selectionsif you made more than one) or just tap again on a
selected item.

In some cases the limited view of the item on the Catalog screen (a truncated name, or the lack of the
part number) may prevent you from deciding if thisisthe correct item. To view the complete
information about any item, you have two options. Y ou can select the item by tapping on it, then select
theM odify |tem menu to view the full details, and finaly hit the Cancel button on that screen so that
you don't really modify theitem. A simpler way isto just "double-tap” on the item to bring up the
Item Details screen in a"view-only" (editing not allowed) mode. To do thisyou must tap the same
item with the stylus twice within one second. As noted above, to unselect an item, you also tap on an
item which is selected, which is quite similar to a double-tap, except that the timing is different. If you
tap on an item to select it, and then wait more than one second and tap on the item again, you unselect
it. If you wait LESS than one second, theitem will pop up in the full detail viewing mode.

When your catalog contains more than 9 items, it will exceed the size of the screen. Two scroll arrows
will appear in the lower right of the screen, and you can tap on these to scroll the list up and down.
The "hard" scroll buttons on the Palm handheld device will have the same effect. However, you'll find
it even easier to find items using I ntelliScroll (tm), which lets you tap on the first letter of theitem
and immediately scrolls to that section of the catalog. Thisissimilar to the"Look Up" feature in the
Palm Address Book, but doesn't require the use of Graffiti so is much faster in practice.

Thusif wetap on"P" (or enter "P" - upper or lower case - with Graffiti), the screen will change to
look like the one below; tapping additionally on A" would then display only "PamPrint."



PalriPrint 3995
FocketTimer 49,95

s ' HAABAHAEET
ABCDEFGHIJKLMNOPGRSTUY WiHYE
[Done | [ Add to Order ][ Clear ] $

Note that thisis different than the way some Palm "Look Up" features work; in the Palm Address
Book, for example, writing a"P" in the Look Up field will scroll down to the Psbut, if you only have
afew of those, will also show you the Q's, the R's, etc. I ntelliScroll will show you ONLY what you
are looking for, to make it easier for you to pick them out of the screen.

Some users relate more to part numbers than to item name/descriptions. If this describes you, you can
change the catal og screen by tapping on the PN button instead of the Name button (your choice will
be remembered each time you use the catalog). Now the display will changeto look like this:

|Numew ................................

FL2421827228 Areatoder

To242 1627044 Athlete's Calculator
TR2421627211 Handy Randy
o242 1627167 OnHand
FL2421627105 PalmPrint
FL2421627302 PocketTirmer
FL2d2 1627136 SnailMailer

To2d2 1627143 Take An Qrder!

Fo2d2162720d Unbupe

#:II2|3|4|5|6|?|3|9| Crthar

ABCDEFGHIJELMMOPORSTUY WY
[ Cone ] [ Add to Grder ][ Clear &

What you see isthe part number (or barcode, asin this case) displayed in the first column, and the
name of theitem displayed in the second column. Now the "winnowing" feature of the display will be
active on the barcode/part number field, which may be numeric or may be aphanumeric asyou prefer.
In either case, enter (using Graffiti or the on-screen a phabet buttons) a part number into the find field,
and only matching items will be displayed:



FE2421627167 CnHand
FE2421627105 PalmPrint
FEEA21627 136 Snailbailer
FE2d21627143 Take An Order!

s ' HAABAHAEET
ABCDEFGHIJKLMNOPGRSTUY WiHYE
[Done | [ Add to Order ][ Clear ]

Thedisplay and functioning of this screen are affected by the settings on the
Configure->Scanning screen (see next section), even if you aren't using the software on a
unit with a bar code scanner. If you have "Barcodes are numeric" checked, then theitemsare
sorted in numeric order, and, for example, "1234" will come BEFORE "11111". If the barcodes are of
differing lengths, asin that example, then when you use the "winnowing" feature, you MUST enter
leading zeroesif you want to search for a barcode whose length is less than the maximum specified.
Thusif you specify a maximum length of 5, then you must enter "01234" to see the "1234" barcode;
just entering " 1" in the search field would display all barcodes matching " 1xxxx" which does not
include "1234". If you specify a maximum length of 6, you must enter "001234" to find the "1234"
barcode;. entering a"1" in the search field would display all barcodes match " Ixxxxx".

If, on the other hand, you have the "Barcodes are numeric" box UNchecked, then itemsin the PN
view will be listed a phanumerically, which means"11111" will come before "1234." In this mode, the
search isdone for characters, not for the numeric value, so entering "1" in the search field will display
BOTH "1234" and "11111"; entering 12" in the search field will display just "1234" (or anything
starting with "12", which could include "1234" and "12abc" and "123456" etc.). If "Barcodes are
numeric" is UNchecked, then the maximum length of barcodes specified on the configuration screen
doesn't affect the search for the barcode, but DOES affect the display on the catalog screen (that is,
how much of the screen is allocated for barcode display and how much remains for display of the
name/description of the item).

When you are done adding items to the order, tap on Done. Y ou can always come back to this screen
to add moreitemsiif appropriate.

Adding Itemsto the Order by Bar code Scanning
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If you have a unit with barcode scanning capability, you don't need to use the catal og screen (accessed
by pressing the Add Item button) at al. Instead, you'll just point the unit at the barcode of the item
you want to add to the order, and press the scan button on the handheld unit (either of the two green
buttons on the top of the unit). When you do, assuming you get a valid scan, the software will search
your catalog for an item whose barcode matches the scanned item. If oneisfound, theitem is added
to the order and the on-screen display of the order is updated. If no match isfound, the software will
inform you of that fact, and ask you if you want to add the item to the catalog (see below for advice on
what to do if you think the item "should have been" in the catal og).

With a Handspring Visor with a plug-in scanner or an SDIO scanner, there is no dedicated scan
button as there is on the dedicated Symbol units. Instead, the Print button on the lower right-hand
corner of the main screen is replaced with barcode scanner icon (with a printer icon to its left, as
shown below). Y ou can tap this button directly, or press the Palm MemoPad button (immediately
below it) to trigger the scan.

[Mew ] [Add Item ] [Sold to | [2) &

When an item is scanned into your order in thisway, it is entered with a default quantity of one. You
can change the quantity manually by tapping on the item as discussed in the next section of this
manual, and you can aso change the number with the barcode scanner. Immediately after you scan
the barcode for an item, you can scan a"CODE39" barcode representing a number from 1 to 99.
Scans of CODE39 barcodes with numbers between 1 and 99 are interpreted as a quantity, and are
used to change the last item entered on the order (to change other items, use the manual method
discussed below).

For some usersit may be convenient not to carry actual products, but to prepare a printed catalog
containing names (and descriptions) of items in the catalog, with bar code numbers adjacent to them
which can be scanned in. An example of this technique, which will work with the sample items which
areingtaled in your product catalog when you first install Take An Order!, isfound in Appendex |
of this manual. To see how this concept works, you can print out that page (no, scanning doesn't work
off the screen of your computer!) and then use it to scan and select items from our sample catalog. If
the idea appeal s to you, you might be interested to know that the barcodes on that page were generated
online at the Barcode Server, http://www.milk.com/barcode. If your catalog is small enough, or you
have enough patience, you can do the same. At the bottom of this same page in the Appendix you'll
find numbers from 1 to 4 representing quantity which you can use to scan in the quantity of an item.

Configuring the Scanner

There are severa configuration settings for the barcode scanner itself, including one which affects the
sorting of the catal og items even on units which do not use barcode scanning. Select the
Configure->Scanning menu and you'll see this screen:



Configure Scanning

O Daon't configure scanner
O Don't scan check digit
[ Barcodes are nurmeric
with 12 digits maxirmum
[ Edit after zcanning

e Don't configure scanner: Take An Order! normally configures the scanner to scan a
fixed set of barcode types (UPCA, CODER39, etc.), which should include al the common
barcodes, and leaving this box unchecked allows that to happen. For more flexibility in not
only what types of barcodes are scanned, but also such things as automatic conversion of
UPCE (short) barcodes to UPCA (full) barcodes, you can check the Don't configure
scanner box. Inthismode, Take An Order! will alow settings generated by other
programsto "carry over" while you are using Take An Order!. In particular, Take An
Order! isdesigned to work with an external scanner configuring program from Stevens
Creek Softwar e caled ScanConfig. For more information about that, see the ScanConfig
manual. If you have a copy of ScanConfig installed on your unit, you can accessit to
configure the scanner parameters by selecting the Run ScanConfig button (instead of the
OK button) when you are finished configuring this screen [This button won't appear if
ScanConfig isnot installed on your handheld unit].

e Don't scan check digit should be checked if your catalog contains barcodes which do not
include the check digit (the last digit of certain barcodes such as UPCA), and should be | eft
UNchecked if the barcodes in your catalog are " complete" barcodes. If you have
downloaded a catalog, and scanning does not seem to find the item you think it should, an
incorrect setting of this checkbox may be the cause. If the Don't configure scanner button
is checked, then the Don't scan check digit button has no effect.

e Barcodes are numeric: This checkbox (and the field which follows it) are used to create a
database index to provide a speedup in locating items in the catal og when barcodes are
scanned. In order to do thisasrapidly and efficiently as possible, the software needsto be
configured to know something about the barcodes stored in your database - are they
numeric, or do they include letters, and, if they are numeric, how many digits do they have?
The setting of this checkbox MUST be done even if you are NOT using a
bar code-enabled handheld unit. Also, the maximum number of digits must be set
even if the barcodesare NOT numeric; thisisrequired to optimize the display of
the catalog screen.

e Edit after scanning will pop up the "item modification" screen (discussed further below)
whenever an item is added to the order by scanning. Thiswill alow you to immediately
change the quantity (or the discount) of theitem. If typical quantities are one, you probably
will NOT want to check this box; if typical quantities are more than one, then checking this
box will save you astep in order entry.




Item not in catalog?

If you scan an item and are told it wasn't found in the catalog, and you
think it "should have been," there can be anumber of reasons why:

1. When you loaded the catalog, you included dashes or other
charactersin the barcode field which are not actually part of
the barcode read by the scanner.

2. When you created the catal og file on the desktop and
downloaded it into the handheld, you inadvertently included a
blank space or spaces at the end of the barcode. These will be
installed into the Take An Order! catalog, but will probably
not match the scanned barcode (unlessit too ends with a space
or spaces, which isquiterare).

3. When you downloaded the catalog into Take An Order!, the
file was incorrectly configured and the barcode isin the wrong
field.

4. You have configured Take An Order! (on the
Configur e->Scanning screen) to ignore check digits, but the
barcodes in your catalog include check digits, or vice-versa.

5. Youtold Take An Order! (on the Configure->Scanning
screen) that the barcodes were numeric with 12 digits, but they
really have 13 digits.

6. The barcode read isn't what you expect. Thisis particularly
common with books, which carry aunique "dua" barcode.
This barcode can either be read as a"Bookland" barcode,
which corresponds to the ISBN number and might look like
"0471390879", or as an EAN-13 barcode like
"9780471390879." The latter also frequently has something
called "supplementals* which encode the price, e.g., "01995."
Depending on which barcode scanner you are using, it might
be, for example that the default way to read the barcode is as
the Bookland code, so if you have the EAN-13 code in your
catal og, they won't match. Y ou can gain control over precisely
which variation is read by Take An Order! if you configure it
(on the Configure->Scanning screen) to "Don't configure
scanner,” and use our ScanConfig application to externdly,
and precisaly, configure the scanning options.

No matter what the precise cause of the failure to match the catalog, one
method of diagnosis you might want to use it to go to the Catalog
screen (tap on Add Item on the main screen), locate theitem in
question manually, tap on it to select it, and then use the M odify
Selected 1tem menu. Now examine carefully the number in the
BarCode/PN field. Y ou can check for trailing (or leading) spaces by
tapping in the end (or beginning) field, and observing if the blinking
cursor comes out right next to the barcode, or if there is a space there.
When you're done checking, make sure to tap Cancel if you don't want
to change the item.

Viewing and Refining the Order
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Once the order istaken you'll see it on the main screen above (remember, you can always tap on Add
| tem to return to the catalog to add more itemsto the order aswell). There are severa waysin which
you can modify this order. Disc. lets you set adiscount for the order by selecting an appropriate
discount percentage from a pop-up list which ranges from 0-25% and includes an "Other" choice so
you can enter any other discount percentage (this version will not let you enter a dollar discount, but
see below for modifying individua items).

Cost-plus pricing

If you enter a"negative discount” (e.g., -10), the software treats this as a markup
from the price stored in the catalog. This alows you to store your cost (instead of a
price) in the catalog, and then mark the cost up by fixed amountsto provide a
quotation for a customer. Unlike the discount, which appears on the order asa
separate line item "Discount,” the markup is bundled into the price of eachitem, so
that the price which appears on the order (or quotation) for each item reflects the
base cost plus markup for that item (note that markup for each item must be the
samein thismodel, although, as discussed below, the price of any individual item
can always be changed on the order itself).

To indicate the type of order, a second popup list appears below the discount line. Tapping on it will
show you thislist (discussed in more detail below):

azh Sale
Check
Credit Card

Cuotation
Invaice

Furch, Qrder

If you check the Tax box, tax will be added to the order; otherwise it will not. Thetax rateis set by
tapping the menu button, and selecting Tax Rate from the Configur e menu:



XY configure

Order # g
Tax Rate
Printer

Output

Header

Footer
Signature Line
Credit Card Text
Currency 5ymbol
Scanning

Export

Ernail To

About..

When you select Tax Rate you'll see this screen:

Enter Tax Rate
Tax Rate (%) 020

[ <k ][ Cancel ]

Enter the tax rate as a percentage.

To add a shipping charge to the order, tap on the word Shipping and a screen will appear into which
you can enter adollar amount for the shipping charge.

Sometimes, you may wish to modify an item in the order. Y ou might want to delete it, change the
guantity, or you might want to set a specia price for the item for this particular order (as opposed to
modifying the price of theitem in the catalog itself, which we learned how to do in the previous
chapter). To do this, tap on an item in the order and awindow like this one will appear:

Itern: ©nHand

BarCodesPM: 752421627167

List Price: 79.%%

S .
CQuantity: 1 —

Total% inc. discount: 7995

[ Delete :I [ Cancel :I

This screen shows you the item, barcode/PN, and list price of the item, and then the quantity currently
chosen in an editable field. To change the quantity, just edit the number shown, either manually (with
Graffiti) or by using the up/down arrows to increment or decrement the quantity; when you tap on
Update the quantity and total price in the order will change (you can aso push the up/down scroll
button (the physical button) on your handheld unit itself to change the quantities). To provide a
special price just for thisitem (perhapsit's damaged or you just want to offer a special discount on
this one item for some reason), you can either fill in the TOTAL price for the quantity of items being
ordered on thelast line, or you can fill inthe "list price” for thisitem (but don't change both of them),
OR you can tap on the Discount button to enter a percentage discount. Tap Update when you are
done and wish to update the item. Tap Delete to delete the item from the order entirely, or tap Cancel
to change your mind and leave thisitem unchanged. Note that changing the "list price” does not affect



the pricein the catalog; it smply has the effect of offering a specific discount for thisitem on this
order.

Note that setting the price to anegative number isNOT allowed, but setting the QUANTITY toa
negative number IS allowed. Thisisthe way the software handles returns. If a customer is returning
two of an item, add it to the order, then set the quantity to minus two. Setting the quantity to zero will
delete that item from the order (as will tapping the Delete button, of course).

Another use for the Edit Item window iswith items which are entered in your catalog without a price.
For example, you might have an item "Installation™ in your catalogwith a price of zero. Select that,
then tap on the item in the order and you'll be able to enter an appropriate price for this particular
situation, without having afixed price in the catal og.

Adding a Noteto the Order

To theright of the"Sold To" button you will see asmall "Memo™ icon which is provided to allow you
to add a memo (note) to the order. Tap on the icon, and a screen will appear, into which you can enter
up to 511 characters of text. Thistext will be printed on the order (if you want it to, as described
below) and will also be part of the order when it is uploaded to the desktop, emailed, or transferred to
the PAm MemoPad. Notethat it IS permissible to have multiple lines of the note, and however you
enter the note, that'sthe way it will be printed out on the receipt. However, when it is uploaded to the
desktop, al "new lines' will be replaced by the "\" (backdash) character so that the entire note appears
on onelinein the upload file.

Method of Payment and Customer

In some situations you'll be taking orders (or issuing quotations or delivery receipts) from customers
who are part of aknown customer base. If that customer isin the Address Book of your Palm
handheld device, tap the Sold T o button and you'll see this view of your Address Book:
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There are two columns of information which are displayed for the namesin your Address Book. Both
have "popup menus' which let you select what is displayed:
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Column 1 isthe main "search” field. Y ou can set this column to display the Company, Name (Last
name, First name), or Account# (taken from the "Custom 1" field). Column 2 displays one more piece
of information (Company, Name, Account, Address, or City/State) which can be used to help you
distinguish between similar customers (e.g., multiple customers at the same company). The "*" in
column 1 of this screen is used to identify customers who have a"standing order” (see next section).

To provide you with better ability to distinguish between smilar entries, "double-tapping" on an entry
will bring up this"Details" screen which showsyou ALL the information about a customer:

Lazt narne: Patt

Firzt narne: Steven

Cornpany; Stewvens Cresk
Software

Wark: 408-725-0424

Faz: 408-725-0424

E-rnail: slp@stevenscresk.com
Addresz:: 21346 Rurnford Dr.
City: Cuperting

The"Find" field in the lower right of the customer screen, which can befilled in either "by hand"

(e.g., Graffiti or the popup keyboard) or more quickly by tapping on the A-Z letters below the names,
narrows down the displayed namesto only those which start with the contents of the field (that is, if
column 1 displays the Company, then only entriesin which the company name starts with the letter or
lettersin the Find field; if column 1 displays the Name, then only entriesin which the customer's last
name starts with that letter or letters, and if column displays the Account#, then you can enter numbers
(using Graffiti) into the Find field to find that Account#). Here, for example, we have tapped on "L"
followed by "E" to display only customers whose last name startswith "LE".
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Note that the standard "Category" selector in the upper right isa so ill active and valid in narrowing
down thelist of displayed choices.

Note that the column 1 "search field" isNOT necessarily the same asthe "Sort Order" of the Address
Book itself. IFitis(that is, if your Address Book is sorted by Company and you display Company in
column 1), then the search will be very fast. If the two do not match, the search will be lower (since
the software has to search more diligently through the Address Book), but will still work.

Using custom fieldsin the Address Book

The Palm Address Book provides four custom fields - "Custom 1", "Custom 2",
etc. Take An Order! alows you to use two of these fields to enhance its
operation. NOTE: Earlier and later versions of the Palm desktop software, and
versions on different platforms (Windows vs. Mac) have differencesin their use of
the custom fields. On some of them, Custom 1 has become "Website", while the
former Custom 1 field has shifted to become Custom 2, etc. Y ou may need to
experiment to determine which field in your Palm desktop software is actually the
correct one to match the needs of Take An Order!

Customer 1D

The"Custom 1" field can be used to contain a"customer #" or "customer ID" that
you use in your business to identify a customer. When orders are uploaded from
the Palm to the desktop using the HotSync software (see Chapter 6), each order (at
least, each order for which a customer has been selected) is labelled with the
customer name, company, and whatever information is found in the Custom 1 field.
Thusif you put acustomer 1D# in that field, that information will be attached to the
order which is uploaded to the desktop, making it easier to integrate into your
desktop software. Thisfeatureis specificaly exploited by BusinessVision 32
software. The customer # contained in the Custom 1 field will also print out on any
receipts, if you configure the software to do so (see below).

If you have any other information written in the Custom 1 field, it will be uploaded
with the order, but of course you can ignoreit if you are not using this feature of
Take An Order!.

Standard discount
The"Custom 2" field can be used to contain a standard discount. That is, when you

select acustomer, the discount setting in Take An Order! will be set automatically
based on thisinformation. In order to lessen the chance that this feature will



conflict with any other information you might store in the Custom 2 field, the
discount must end with the "%" character (in other words, if you don't want to use
thisfeature of Take An Order!, you can store any other information in Custom 2
that you like, even numbers, and aslong asit doesn't endin "%", it won't change the
discount when you select that customer). For discounts, the number is positive, e.g.,
"10%", "2.5%". If you operate on "cost-plus’ pricing, the number will represent a
markup (a"negative discount"), so the number will be negative, e.g., "-20%". The
discount can be specified to three digits, e.g., "10%", "10.1%", "10.01%" or
"10.001%". Trailing zeroes need not be included, thus"10%" isjust fine, you don't
need "10.0%" although that will produce the same result. Note that this discount
will be applied to the order when you select the customer, but you can then change
the discount (as described above) if appropriate.

" Standing Orders"

Many users call on customers who place similar orders week after week.
Furthermore, some users also offer different pricesto different customers. Both of
these needs can be accomodated with " Standing Orders." A standing order is
simply an order you have created within Take An Order!, but then you enter the
number of that order in the "Custom 2" field of the Address Book entry for that
customer. Now when you tap on Sold To from the main screen and select a
customer with a standing order, all aspects of that order (not only the items,
guantities, and prices of each item but a so the discount leve, the purchasing
method (Cash, Check, P.O., etc.), the taxable status of orders for that customer) are
recalled and used to initialize the new order. So now you have only to adust the
guantities for those items which have changed, delete any items that the customer
doesn't want to re-order, etc., rather than starting with a"blank date" and having to
add each of the customer's itemsto that order.

If a customer has a standing order but you know in advance that this order will be
an exception (perhaps their standing order has 20 items on it and today they are
just placing a special order for oneitem), then you simply first add one or more
itemsto a blank order, and then tap on Sold T o to select the customer. Now the
"other" aspects of the standing order (purchasing method, taxable status, etc.) will
be copied to the current order, but the individual items from the standing order will
not be copied.

Because of the way in which order numbering works, the simplest way to work
with standing ordersisto give them al numbersin acertain, low range, e.g.,
100-999, and then start your "real" orders at a number above that. Now, for
example, when you want to clear out old orders from your Palm, just tell the
software (see elsewhere in this manual) to purge orders with order numbers of
1000 or higher, and al the standing orders will be left untouched.

To create astanding order in the first place, just go through all the normal steps of
creating an order, including tapping on the Sold T o button (if the order number
matches the customer's standing order number, then the software is smart enough
not to try to "recall" the same order). To modify a standing order, just recall that
order and make the appropriate changes.

If the"Custom 2" field ends with the "%" symbol, the field is used to create a
standard discount only, as described in the previous section. Thus if you had
"10%" entered in Custom 2, selecting that customer would set the discount to 10%.
To use the more powerful "standing order” feature, the number entered in Custom
2 must start with the "#* symbol. Thus if you set up Order #100 to be the standing



order for a customer, you'll need to enter "#100" in the Custom 2 field for that
Address Book entry.

Note that "standing orders" do not have to have actua items on them; itis
permissable just to use standing orders to set the "other" aspects for a customer
(taxable status, method of purchase, etc.).

Renaming the custom fields

Incidentally, you can rename custom fields (using the standard Palm desktop
software) to something meaningful, so if you are taking advantage of the two
features described above, you could rename "Custom 1" as " Customer ID" and
"Custom 2" as " Std. Discount” or "Standing Order" something similar.

After you select acustomer in this way, and the software returns to the order screen, the words Take
An Order! in the upper left of the screen will be replaced by the name of the customer, or, if the name
is blank, the company name, providing visual feedback of the customer selection.

If you are actually collecting payment in afield situation, you'll want to indicate how the order is paid
for. From the popup list of choices, select Cash Sale, Check, Credit Card, Quotation, I nvoice, or
Purchase Order (" Purch. Order™) as appropriate. If you select Credit Card, ascreen will appear
in which you can enter the customer's name and credit card number (the name will aready befilled in
if you selected it from your Address Book as described above:

Enter Credit Card

[ @k ][ Cancel | +

If you have a separate credit card machine, thiswon't be relevant, but if you enter a credit card number
here, it will print out on the receipt along with asignature line, allowing you to use the Take An
Order! receipt asacredit card dip which can be signed by the customer.



Using a Magnetic Stripe Reader

Beginningwith version 2.7, Take An Order! supports the use of the
Symbol M SR 3000, a Magnetic Stripe Reader designed asan
accessory for the Symbol SPT17xx and SPT18xx devices. In order to
take advantage of this feature, you will need an additional program
(sold separately) from Stevens Creek Softwar e named M SR3000 (or
just M SR). If you have a copy of this program installed in your unit,
and if the MSR 3000 if physically attached to your unit, when you
select a Credit Card payment in Take An Order! you will see ascreen
advising you to swipe the card (or pressaCancel button). If you swipe
the card and it reads properly, the name and credit card number will be
read into Take An Order! and you will never see the screen shown
above. If the credit card reads improperly, or if you press the Cancel
button because the card won't read at all (or for some other reason),
then you will be returned to the screen above for manual input of the
credit card information.

If the select Check or Purchase Order asthe method of payment, the same form will appear, labelled
"Enter Check#" and with the expiration date month and year choices missing. Now you can enter a
name (if it's not aready entered) and the check number or purchase order number. Unlike credit card
entries, which are verified for the correct digits, you can enter any numbersat al as a check number or
purchase order number.

Scrolling Through Your Orders

Use the left and right arrows in the upper right hand of the screen to "scroll through™ your orders, or,
if you are using a handheld with a"5-way navigator,” use the left and right buttons to move
backwards and forwards through the orders (or, just use the Configur e->Or der# menu if you know
which order you want to look at). Thereis no "search” facility provided to allow you to search for a
particular order.



Chapter 4: Creating Receipts

Take An Order! alowsyou to print your receipts directly to a printer (this requires a copy of
PalmPrint from Stevens Creek Softwar e which does the actual printing). Y ou can aso transfer one
or more orders to a memo in the Palm MemoPad application, or to the outbox of severa email
programs.

Select the type of output you want from the Order smenu - Print, Email, or To M emoPad:

Configure |
Print P
Ernail « E
To MemoPad 1
Clear ~ C
Surnmary .

In each case, you'll see this screen which allows you select what orders you want to output:

Orders to Transter

B Current order
O All arder:

O Use HotSwyne farrnat

Y ou can check just the Current Order, All Orders, or ordersin acertain range of order #s. In the
last case, you don't necessarily have to fill in both lines. Filling in just the From line and leaving the
Tolineblank will print al orderswith acertain number of higher, that is, From the specified number
on up. Conversaly, filling in just to To line will output al orders whose order number is less than or
equal to the specified number.

For printing only, thereisalso aPrint button on the lower right of the main order screen. Tapping
that Print button is equivalent to selecting the Or der s->Print menu and then selecting Current
Order (Note: on aHandspring Visor with a plug-in barcode scanner module, this button is changed
to be aScan button to trigger the scanner, so you must use the Print menu to print).

If you are transferring the ordersto your email software (see below for more details) or to the
MemoPad, the Use HotSync for mat checkbox appears as part of this screen, as shown above. If this
box is UNchecked, the order istransferred in a"receipt-like" format, smilar to the printed receipt
although not identical (for example, the headers and footers are omitted). In this box is checked, then
the format isidentical to that used when the orders are uploaded to your desktop using HotSync.

If asummary of ordersis displayed on screen (which you do by select Summary from theOrders
menu) when you select Print, Email, or To M emoPad from the Or der smenu, you will not see this
screen; instead, the summary will be printed, emailed or transferred to the MemoPad.

Printing

Take An Order! uses PalmPrint from Stevens Creek Softwar e to do its actua printing.
PalmPrint hasits own manual, and you'll want to read that before doing any printing from Take An
Order! You'l need to run PalmPrint once and configure the type of printer you're using (HP,



Canon, etc.) and the method you're using to print (infrared or serid printing), aswell as some other
items, including the number of characters per line of the printer you are using and the number of lines
per page. Having set these parameters, you won't need to do so again unless the situation changes, and
you won't need to return to PalmPrint itself unless you want to useits functionality directly (to print
amemo, for example) or unless you need to change one of the printer parameters.

Take An Order! printsin two different ways - on plain paper, or on preformatted forms on which
you have printed your company logo, etc. The current version of the software requires preformatted
formsto confirm to specific requirements.

Configuring the Output

Configuration of the receipt printout, as well as the export of the orders to the MemoPad or Email, is
done using the Configur e menu on the main screen:

m Configure

Order # o« 0
Tax Rate
Printer

Output

Header

Footer
Signature Line
Credit Card Text
Currency 5ymbol
Scanning

Export

Ernail To

About...

Select Output and you'll see thiswindow:

Configure OQutput

O Preprinted form [ Flain paper
Left Margin {Characters): &

Top Margin {Lines): g
O 2copies  Max. [terms/Page:; 13
Include:

O PartMumber: B Account D
O Salesperson [ Mote

# Prices O Totals

B Full CC#

O Use 2 lines per itern it required

[ ok ][ Cancel ]

Y our first choice is between a preprinted form and a plain paper form; check the appropriate box. In
amost al casesthiswill be"Plain Paper”; "Preprinted Form" appliesONLY to a specia preprinted
form designed by Stevens Creek Software. Y ou aso set the left margin (in numbers of characters)
and top margin (in lines). Aswith the settingsin PalmPrint, you probably won't need to change
these once you have set them correctly.

There are seven optional itemsto add to (or suppress from) the output, depending on the presence (or
absence) of a corresponding checkbox:



e Part Numbers: the barcode or part number will be printed just before the name/description
information, separated by a space (in the case of printed output) or atab or comma (in the
case of the saving the order to the MemoPad or Email).

e Account ID: printsthe information from the Custom 1 field of the selected customer,
assuming a customer has been selected for the order from the Address Book and assuming
the Custom 1 field of that customer is not blank.

e Salesperson: will include a"Sold By" linein the header of the order, and will take the
information from the HotSync name of the handheld unit. Thiswill enable you to identify
which handheld unit was used to make the sale when looking at the printed or emailed
output.

e Note prints the optional note you have added to the order (you might want to NOT print the
note, for example, if you use the note feature to make notesto yourself about the order, like
"Be sure to check this guy's credit!").

e Pricesprintsthe pricesfor individual items on the receipt.

e Totals printsthe totals (and subtotals, tax, discount) on the order.

e Full CC# printsthe entire credit card number on the receipt; if unchecked, the receipt will
display aseriesof "X's" and then the last four digits of the credit card and its expiration date.

Y ou can aso specify whether you want to use up to two lines to print any item. Normally, the item
name/description will appear on just asingle line, truncated if it istoo long to fit in the space available
on your output. With the Use 2 lines per item if required box checked, longer itemswill wrap
around and be output on two lines. Y ou can aso specify whether you want 2 Copies of the receipt to
print (or just one).

If you are printing on preprinted forms (a feature which is being discontinued), there is one additional
item to configure - the Max. # Printed Items After the "header" on the preprinted form, there are a
fixed number of linesfor printing out items on the order; at the end appears the tax, shipping, and
total. The maximum number of lines available for printed itemswill be 13 if your preprinted formis
designed to be a half-sheet of 8 1/2 x 11 paper, and 39 if your preprinted form usesafull 8 /2 x 11
sheet (these numbers may vary depending on form design; adjust as appropriate).

If you are printing on plain paper, there are four additional things for you to configure - the Header
(the fixed information at the top of the receipt), the Footer (the fixed information at the bottom of the
receipt), the Signature Line and Credit Card text (additional information that prints at the bottom
when the saleis a credit card sale), and the Currency symbol. To access and configure each of these
items, select the corresponding menu item from the Configur e menu. The currency symbol is limited
to 3 characters maximum (e.g., "USD", "Dm", "$"). Note that PalmPrint is unable to print certain
international symbols (for example, the Y en symbol) which can be input on the Palm, so if you want
the printout to be correct, you are limited to "normal” A-Z characters (upper or lower case) plusa
handful of other characters (such as"$").

TheFooter istypically configured to print a statement like " Thank you for your order" or "All
guotations valid for 30 days' or whatever you would like to print at the bottom of the page. It'salso
possible for you to change the text for each order, if you want some sort of custom note printed at the
bottom of a particular order. Just remember that that text isNOT saved as part of the order, and
anything you enter will remain to print out on subsequent orders unless you changeit.

Finally, the very first time you are using your handheld for printing, you should select Print in the
Configure menu to configure the printing portion of the software. On the screen you will seea
modified view of our standard PalmPrint software, that looks like this:



Configuration
Printer Tvpe: w HF {FIL)

Baud Rate:  w Infrared
O Manual Feed

[ Test IR ][TeﬂPrint]

Configure the printer type, baud rate, and other parameters (found by tapping on M or e Settings),
perform aTest Print if you like, and tap Done to return to Take An Order. Notethat, on theMore
Settings screen, the left and top margin settings are overridden by the settings within Take An
Order (on the Configure Output screen), so don't worry about those (insofar as printing receipts
from Take An Order is concerned).

Printing the Receipt

When an order isready, tap the Print button under the order and a copy (or two, depending on your
settings) of the order will print, assuming that the handheld unit and the printer are in contact (for IR
printing, this means that you are pointing the IR port at the top of the handheld unit towardsthe IR
port of your printer; for seria printing, it means that you have connected a cable between your
handheld unit and the printer).

Emailing Orders

Instead of (or in addition to) printing orders, you may wish to email your orders somewhere. Take
An Order! will create asingle email per order (limit: 4000 characters) when you select the
Orders->Email menu. As noted above, you can either email ordersin a"normal” (receipt-like)
format, or in "HotSync format" which duplicates the format used when orders are uploaded to the
desktop using HotSync.

To automatically set the "To" line of the email, use the Configure->Email To menu. The subject is
always set to "Order #nnn." Of course, you can change the To and/or the Subject (or the body of the
email for that matter) before actualy sending the email.

Enter 3end To Ernail Address
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If you haveaPam VII, Take An Order! placesthe order in the outbox of the iMessenger
application. It does not send the email; you need to switch to the iMessenger program and do that
yourself by tapping Check & Send. If you have a Kyocera 6035 Smartphone, or any other PAlm
with the Eudoraemail softwareinstalled, Take An Order! places the order in the outbox of the
Eudora application. If you have a Palm with the email software VersaM ail installed (newer devices
from PalmOne come with VersaM ail), Take An Order! placesthe order in the outbox of the
VersaMail application. If you have a Palm with the email software M/S M ail from Mark/Space
(www.markspace.com) installed, Take An Order! placesthe order in the outbox of the M/S Maill
application. In all these cases, the email is not automatically sent; when you want to send the emails,
you need to switch to the email application and use the "Send" function of that software. Finally, with



any other Palm which has the standard Palm "Mail" program installed, the order is placed in the
outbox of the standard Palm M ail program, from where it can be transferred to the outbox of your
desktop Email program by the next HotSync. Note that if you have a Palm i705, neither iMessenger
or Mail is present, and you must install an additional program such asM/S Mail for thisfeaturein
Take An Order! to be useful.

With all of the other email applications mentioned in the previous paragraph, Take An Order!
transfers the order to the outbox of the email program and remainsin the Take an Order!
application. Because of abug in newer versions of VersaMail, thisis no longer true if you are using
that email application, which comeswith al current generation PAlmOS models. In that case, you end
up insidethe VersaM ail application at the end, and must return to Take An Order! yourself.
Because of that limitation, when transferring ordersto Ver saMail, you can only transfer the current
order; with other email applications, you can transfer multiple ordersinto multiple outgoing emailsin
one operation.

Transferring Ordersto the MemoPad

Selecting Orders->To MemoPad lets you transfer one or more orders to the Palm MemoPad. A
single memo is limited to 4000 characters, but the software will create multiple memos as needed.



Chapter 5: Order Summaries

When you take an order with Take An Order!, theinformation is automatically recorded.

In order to review existing orders, tap on the menu button and select the Or der s=>Summary menu:

Configure |
Print P
Ernail « E
To MemoPad 1
Clear ~ C
Surnmary .

The order #in the upper right of the screen will be replaced by the word "Summary”. To returnto a
display of the current order, just tap on the word " Summary".

Clearing Orders

Order summaries aways reflect al orders stored in the unit. To clear out old orders so that the
summaries reflect only current orders (perhaps today's sales, select Clear from the Or der smenu.
You'l typically do this after you have transferred your stored orders to your desktop, and wish to start
anew "batch" of orderson your handheld unit. Y ou might do this every day, at the end of atrade
show or businesstrip, or at other times. When you select Clear, you'll seethis screen:

Orders to Clear

B Current order
O All arder:

O Backed-up arders

Asyou can see, you can check one of four options. Current order clearsthe current order (perhaps
you made a mistake, or the customer backed out of the sale). All orders clears (purges) al orders
(after asking you for a confirmation) from the handheld unit. Backed-up orders clears only those
orders which have aready been backed up to the desktop. And From...to lets you specify starting and
ending order numbersto clear (as noted above, it's ok to fill in just the "From" or just the"To").




Chapter 6: Uploading Information to the
Desktop

Order information (individual orders and summary information) is uploaded to your desktop using
the HotSync process. When you are ready to upload inventory from the handheld unit to the desktop,
you need to configure the HotSync settings. Bring up the settings window as described in Chapter 2.
There are two settings which are relevant. Synchronize uses the standard "Palm paradigm™ and
uploads only the orders from the handheld unit which have been changed since your last HotSync.
Upload All Ordersto Desktop uploads all the data which have been collected on your handheld
unit, whether or not it has been changed since the last HotSync. Of course, if you want to temporarily
disable the conduit, you can also select Do Nothing from the configuration window.

In either configuration, whenever you transfer data back to the desktop, it iswritten into atext file
named Or ders. t xt (Windows) or O der s (Macintosh), which will belocated inthe Take An O der
folder described in Chapter 2. Thisfile can then in turn be imported into other desktop software (or
into any database, spreadsheet, or even word processor). Each time you HotSync, the previousfileis
renamed, from Or der s (or Orders. t xt ) to Or der s01 to Or der s02 and so on up to O der s09. Thus
you will always have available not only the most recent orders list but the previous nine lists aswell,
just for safety. Optionally, the conduit will also write the order summary information info afile named
Sumary (which issimilarly renumbered).

Tip: You may be using some other desktop software to import the information from the O der s file
and merge it with your corporate data. Y ou may wish that the O der s file were placed in the same
folder asyour other files, rather than inthe Take An O der folder whereit is uploaded. The solution
issmple. Just create a shortcut (Windows) or alias (Macintosh) and place that shortcut in the folder
where you would like the information to be found. Because of the way the files are renamed
(described in the previous paragraph), your alias will always point to the latest Or der s file, and you'll
be able to accessit asif it werein your desired folder.

Uploading the Catalog to the Desktop

In most cases, the catalog of itemsis downloaded from the desktop, so there is no reason to go in the
other direction. However, some usersfind it desirable to enter itemsinto the catalog on the Pam, and
want to back those up. In versions prior to 2.4, thiswas not done at al. Starting with version 2.4, if the
conduit isset to Upload All Ordersto Desktop, then the complete catalog is AL SO uploaded to the
desktop, to afile named Cat al og. bak (Windows) or Cat al og ( Downl oaded) (Macintosh). Note
that these "backup" names are deliberately chosen so that the catalog will not be immediately reloaded
back into the Palm during the next HotSync; they are on the desktop only as backup files. To
download them again into the Palm (should something happen to the Palm) they need to be renamed
asCat al og. t xt Or Cat al og, respectively.

In the Synchronize mode, thisfeature isNOT active, and CHANGES to the catalog are not
uploaded. Only the complete catal og can be uploaded, which is done by selecting the Upload All
Ordersto Desktop mode.

Configuring the Export File

The actual datawhich is sent back to the desktop is controlled by the Export itemin the Configure
menu. Selecting that menu will display the screen below, which will allow you to configure the
exported Or der s filein exactly the way you need it for subsequent use on your desktop.In the



"Separator” section, you can choose between having items separated by tabs or commas.

Export Configuration
Separator: Tab

[ Exportorders
' Export summary
O <lear orders after export
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If you check Export orders, thenthe O der s fileis uploaded to the desktop. If you check Export
summary, then the sunmar y file is uploaded to the desktop. Y ou can check one or both of these
boxes, asyou prefer. And finally, if you check Clear orders after export, the orders on the handheld
unit are deleted after the HotSync processis complete. Obviously, this option is fraught with peril,
and you should definitely NOT select it until you are ABSOLUTELY SURE that the HotSync
processis working properly and uploading your orders as you expect. Y ou can always clear the
orders on the handheld unit from within Take An Order! itself (running on the handheld).

Format of the OrdersFile

Theor der s fileis uploaded in aformat designed to be readable by desktop databases. We show the
items here in tab-delimited format, but as outlined in the previous section, they can just as easily be
exported in comma-separated (CSV) format. This section outlines the contents of thefile.

First, an example of atypica (albeit short) file (the represents the tab character):

1000~=ORDER

1000~=DATE—®=4/ 21/ 99, 10: 22 PM

1000~*AMOUNT~#59. 85~%0. 004, 94~%0. 00~®64. 79

1000~=PAYNENT—=Cash

1000~=CUSTOVER—=®W | ey- Bunnel | , Jeansi e=®Canon | nfornmati on Systens
1000~=| TEN—=1—=3~m.59, 85~®Snai | Mai | er—m752421627136

1003~=CRDER

1003~—=DATE—®4/ 26/ 99, 11:58 AM

1003~=AMOUNT—=24. 80~=0. 00~=2. 05~%0. 00~=26. 85

1003==PAYMENT—®Cr edit Car d~®4123456789012345 01/ 00~=St ephen Br own
1003==CUSTOVER—®Br own, St ephen~®Pal m Conput i ng—®13246
1003==NOTE-—®This is a note\with a second |ine

1003~=| TEN—m1—=1~=9, 95~mAr eaCoder~®752421627228

1003=| TEN—#2~=3~m14. 85~mUnDuper#752421627204

Now for the explanation of each item on each line:

1. Thefirst field on each lineisthe order number; different orders are separated by a blank
line for human readability.

2. The second item on thelineisan identifier which describes the information on the
remainder of the line. Possible identifiers, and the information which follows that identifier,
are:

o ORDER - A new order follows (the preceding blank line, or the top of thefile, can
also be used to identify the start of anew order, as can the change of number in
column one, so thislineislargely redundant, but is provided to make it easier to
write amacro or the like which imports the data into another database)

o DATE - Date and time of the order follow in asinglefield, with acommaand a



space in between, in aformat determined by the system settings of the desktop
computer

o AMOUNT - Five numbersfollow thisidentifier. Each number is expressed as a
real number with two decimal places, in the currency in which the order was taken.
In order, they are:

o Subtotal (gross price)
o Discount

o Tax

o Shipping

o Total (net)

o PAYMENT - Indicates the type of payment that was chosen for the order - Cash,
Check, Credit Card, Quotation, or Invoice.lf payment form is by Check, two
additional fieldsfollow - the check # (if recorded) and the name of the customer
(alsoif recorded). If payment form is by credit card, again two additional fields
follow - the credit card number and expiration date (separated by a space), and the
customer name.

o CUSTOMER - Customer information. Three additiona fields follow:

o Customer name (last name, first name)

o Company

o Customer ID, taken from the "Custom 1" field of the Palm Address
Book. Since we don't upload ALL the information from the Palm Address
Book about each customer with each order, the presence of this Customer
ID field, if you choose to use it, allows you to cross-reference the
customer with some ID in the customer database you maintain on your
desktop. Y ou need only make sure that the ID is downloaded into the
Palm in the "Custom 1" field (which you can rename "Customer ID" or
anything else appropriate).

o NOTE - The note attached to this order. If thereis no note, thisitem will not appear
inthe output file. If there are multiple lines as part of a note, then the "newline"
character (return or return plus line feed, depending on whether you are using
Macintosh or Windows) is replaced by abacksash "\" character so that the entire
note will appear on one line in the Orders.txt file.

o ITEM - Information about each item on the order:

o Theltem #(anumber from 1 to N which simply showswhich isthe first
item on the order, which the second, etc.

o TheQuantity of items ordered

o TheTotal Pricefor thetotal quantity of theitem. We do not show the list
price since you presumably have that in your catalog, and we don't bother
to show the unit price (which you might have adjusted for this particular
item on the order), since that would be nothing more than the Total Price
divided by Quantity.

o Theitem Name/Description.

o TheBarCode (or part number, if you filled the BarCode field with a
different kind of number). This alows you to cross-reference thisitem
into a desktop database.

Format of the Summary File

Thesunmary fileisaso uploaded in aformat designed to be readable by desktop databases. We
show theitems here in tab-delimited format, but as outlined in the previous section, they can just as
easily be exported in comma-separated (CSV) format. This section outlines the contents of thefile.
First, an example of atypica (albeit short) file (the represents the tab character):

1~mAr eaCoder —2752421627228~m9. 95~=9, 95



1~wAt hl ete's Cal cul at or—=752421627044~=19, 95~%19. 95
4=wHandy Randy~®752421627211~%14. 95~%59. 80
3—wPocket Ti mer —m752421627303—=49. 95~%149. 85
239. 55~%Subt ot al

0. 00—=Di scount

19. 76—=Tax

0. 00==Shi ppi ng

259. 31~=TOTAL

64. 73—®Cash Subt ot al

0. 00—=Check Subt ot al

0. 00—=Credit Card Subt ot al

0. 00—=Quot ati on Subt ot al

194. 58~=| nvoi ce Subt ot al

0. 00—=Pur chase Order Subt ot al

At thetop of thefile, each item in the catalog is listed, with the quantity, item name/description,
barcode, list price, and the total dollar (or other currency) amount sold. Note that because some items
are sold at a discount, the quantity timesthe list price will NOT necessarily equal the total dollar
amount sold.

After all theitems, come a series of items, each with an amount leading off the line and then the
description separated by atab (or comma). This section should be self-explanatory.

Automatic Program Execution

Y et another feature of the conduit allows you to automatically execute a program (Windows) or
AppleScript (Macintosh) following the upload of the data. On Windows, create afile named

OnUpl oad. t xt insideyour Take An O der folder. The contents of that file should be asingle line of
text, containing atypical Windows command line (such as might be entered using Run), for example,
Not epad C:\ Pal m Nat ash\ Take An Order\ Orders. txt (which would automatically open the
newly uploaded O der s file using the Notepad application). Of course, if you want to execute more
than one command, you can smply make a batch file of commands, and use your one command to
execute the batch file. On a Macintosh, the file is named onUpl oad and should be an executable
AppleScript file; anything you can do with AppleScript can be used in thisfile. The creation of
suitable batch files and AppleScriptsis |eft as an exercise for the reader.



Appendix |: Noteson the Socket
Communications SDI O Scanner

There are severa specia things to note about the use of Take An Order! in conjunction with the
Socket Communications SDIO scanner.

Requirements

The SDIO scanner works on al Palm OS 4.1 and higher devices (through 5.x; not including the
as-yet-unreleased PAMOS 6.x at thistime). It requires a Palm handheld device with an SDIO dot,
which include (as of thiswriting) the following Palm devices. Zire 31, Zire 71, Zire 72, Tungsten C,
Tungsten E, Tungsten T, Tungsten T2, Tungsten T3, Tungsten W, Treo 600, m125, m130, m500,
m505, m515, and 1705. Some of these devices (e.g., the m-Series) were originaly released with
PamOS 4.0; they must be upgraded to PAmOS 4.1 before attempting to use the SDIO scanner (this
updateis available at no charge from Palm).

| nsertion of the Scanner

Different Palm devices have differing orientations of the SDIO dot. In the newer devices, like the
Tungsten T3 shown below on the left, the dot is"normal”, and the SDIO scanner isinserted as
shown in the picture, with the word " Socket" facing the user. Some of the older devices, like the m505
shown below on the right, have a"reversed” dot, so the SDIO scanner must be inserted with the word
"Socket" facing away from the user. Also, depending on the physical characteristics of the individual
device, it will be preferable on some (as shown on the T3 below I€eft) to include the rubber "collar" on
the SDIO scanner; on others, as on the m505 shown below right, it is essential to removethe collar,
because with it in place the scanner will not fully insert into the slot.

L eft: Tungsten T3 with Socket Communications SDIO scanner inserted in the "normal”
configuration
Right: Palm m505 with SDIO scanner inserted as required in the "reverse" configuration

Scanning Tips

Here are some tips provided by Socket for obtaining the best scanning performance from the SDIO
Scanner. Note in particular the non-intuitive suggestion #4.

1. The SDIO scanner isnot alaser, it'sacamera. While users of |aser scanner are used to
sweeping the laser beam across the bar code, the red aiming beam of the SDIO ISC must be
held reasonably steady on the target for a short period of time while the camera focuses and
captures a clear image. Thistime should not be more than a quarter to a half of a second.



2. Thered light from the SDIO scanner is simply an aiming beam - it doesn't add any auxiliary
lighting to the the target bar code. Like any camera, the target must be fairly well lighted by
ambient lighting in order to get a clear picture. The SDIO |SC works better when the target
bar codeiswell lighted.

3. Likeall cameras, the SDIO ISC has a"foca length” (minimum and maximum distance from
the target) where the captured image will be clearer. While the focal length of the laser is
quite large, the focal length of the SDIO scanner is pretty small by comparison. For best
results scanning 'normal’ sized bar codes, the SDIO scanner should be held from about 4 to
7 inches (10 to 18 cm) from the target.

4. Just like the laser scanner, the SDIO scanner should NOT be positioned at exactly 90
degrees (perpendicular) from the target bar code, but at least 15 degrees above or below the
target.

Configuring the Scanner

Asof thiswriting, our ScanConfig program does not work with the Socket SDIO scanner. However,
Socket provides a somewhat similar program (with more limited functionality) called SocketScan. If
you want to override the default barcode choices of Take An Order!, use the Configure->Scanning
menu inTake An Order! and check the "Don't Configure Scanner” box. In that case, the
configuration you set up with SocketScan will remain in effect when Take An Order! is operating.
Note, however, that regardiess of the "scan trigger” you select in SocketScan, Take An Order! will
override that choice, becauseit is "hard-coded" so that the MemoPad button is used to trigger the scan
(you can aso tap the on-screen button if you prefer).



Appendix Il: Sample Catalog

Stevens Creek Software
Product Catalog

PalmPrint ($39.95) Print directly from your

Palm Computing handheld computer to awide

variety of printers, viainfrared or seria (cable
; not included).

SnailMailer ($19.95)

Mailing list manager for the Palm Computing
platform. Print out batches of envelopes or
sheets of mailing labels. Saves up to eight
different mailing lists. Requires PalmPrint to
function.

Take An Order! ($119.95)
Take orders (or issue quotations, bids, estimates,
delivery reports, etc.) and print receiptsin field

3 situations. Includes a free copy of PalmPrint
software.

UnDupe ($7.95)

Removes duplicates that can occur in the Palm
databases (Address Book, Date Book, etc.). An

essential tool for every Palm owner! 7
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AreaCoder ($9.95)

Area Codes are constantly being added and your
Address Book becomesincorrect whenever they
are. AreaCoder goes through all the phone
numbersin your Address Book and updates
them for you.
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Technical Support

If you need technical support for Take An Order, we encourage you to do so by email at
supportmail @stevenscreek.com. Y ou can also call Stevens Creek Software technical support at
1-408-725-0424 during regular business hours (9:00 am. - 5 p.m. Pacific time, M-F).

Copyright 1998-2005 by Stevens Creek Software LLC
All Rights Reserved




