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Corporate Account Manager 
Summary Tab 
 
The Summary Tab (opening screen) is used to 
view and modify budget information for the 
current and previous years. 
 
 
 
 
 
If the Modify Account Budget Info button is 
clicked, the Modify Corporate System Info 
window will open. From here the current year’s 
budget as well as start date can be modified. The 
default budget and maximum order values for 
each location are also set up here. The default 
values will be used for each location if not 
individually modified in the Location Summary 
tab. 
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Location Summary Tab 
 
Individual locations can be viewed on the 
Location Summary tab. 
 
Double-clicking a location name or selecting a 
location name and single-clicking the View 
Location Info button will open the Location 
Information window which contains a wide 
range of information about each location. 
 
Selecting a location and single-clicking the 
Modify Budget Info button opens the Modify 
Location Budget Info window. From here, 
current budgets and max order totals can be 
changed. If the values are set to $0 or left blank 
the default values established in the Summary 
tab will be used. 
 
PLEASE NOTE – budget values established here 
and in the Summary tab do not prevent 
purchases over that amount but rather provide a 
method for tracking purchases over the budget 
year. 

HINT – Any column on any tab may be sorted by clicking once on the 
column header. Another click will resort in reverse order. 
 
Also, select any item within a column and press Ctrl-Z to open a search 
function. Alt-Z after a search repeats the last search. 
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Product Summary Tab 
 
The Product Summary tab lists detailed information 
about products by location. 
 
PLEASE NOTE – Because of the great amount of 
data which must be searched in order to compile 
the information listed in this tab wait times of five 
minutes or more to allow the tab to populate are 
not unusual. 
 
Selecting an item and clicking the Product 
Compliance button opens a window listing budget 
and purchase information by location for the 
selected item. 
 
Selecting an item and clicking the Modify Budget 
Info button shows current and previous year’s 
budgeted quantities. Maximum order quantity per 
order and current budget year quantity may be 
viewed and modified here also. 
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Pending Orders Tab 
 
This tab shows all currently pending orders. 
 
To release an order on corporate hold, highlight it and click the 
Release Order button. NOTE – Replying to a confirmation email 
has the same end result as clicking the Release Order button. 
 
To view, modify, or void and order, first select the order then click 
the View/Modify Order button. The View/Modify CorpHold 
Order window will open. Order quantities may be changed, items 
removed, or an entire order may be voided from here. 
 

NOTE – Only orders with an order 
status of Corp Hold can be 
modified or voided. 
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Invoice History Tab 
 
The Invoice History tab allows viewing of any 
invoice for any location. A basic summary of all 
invoices is initially displayed but details of each 
invoice may be viewed by selecting a particular 
invoice and clicking the View Invoice button. 
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Product History Tab 
 
The Product History tab lists general information 
regarding products purchased like order quantity 
and last purchase date. For more detailed 
information please refer to the Product Summary 
tab. 
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Open Invoices Tab 
 
Information such as PO and invoice numbers, 
invoice dates, and amount for open invoices are 
listed in the Open Invoices tab. 


