
CopperLink Orders
Support Documentation

For Copper Peak

The following documentation addresses the functionality under the Orders menu. It
will cover Single Order Entry, Suspended Orders, Order Search, Ship Complete
Orders, Order Import and Weather Holds.
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Orders
Once logged in, select Orders from the Main Menu on the left side of the page as
shown below:

This will navigate to the main Orders Dashboard, which by default displays the
following quick links (in yellow text):

● Enter Single Order
● Suspended Orders
● Order Search
● Ship Complete Orders
● Order Import
● Weather Holds
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Enter Single Order
When creating a new Order, you will be prompted through the following steps:

1. Customer Selection
2. Recipient Selection
3. Warehouse Selection
4. Product Selection
5. Extra Details
6. Review Order
7. Order Confirmation

To begin a new order, click the Enter Single Order button as shown below:

This displays the following screen:
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Note that you can add a new Customer here by clicking “No, add a new customer.”
Or you may click
“Yes, look up the customer” brings us to the Customer Search, as shown below:
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You can complete any, all or none of the fields above. Scroll down and enter
“Training” for the Name field and hit Next, as shown below:

This displays all Customers with “Training” in the name.

Select “Training Co” as shown below:
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On the next page confirm the selection and click Next, as shown below:

Next is the Recipient Selection. The page displays the following three options:
● Yes, they are the same (as the Customer)
● No, look up the recipient
● No, add a new recipient

Choose “No, look up the recipient” as shown below:

The following screen has the same fields as the Customer look up. This time,
complete the state field with Missouri and hit Next, as shown below:
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This will display all Recipients located in Missouri.

Select “Training Co” as shown below:
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On the next page, confirm the selection and click Next:

Next is the Warehouse selection. For this example, leave the Broadway warehouse
and click Next.

Next is Product Selection. Here there are two options:
● Choose from entire catalog
● Search for a product

Click “Search for a product” as shown below:
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On the following Product Search screen, select the Product Type:
● All
● Alcohol
● Other

Enter a keyword by which to search. In this example, type in “Dolphin” and click
Next.
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This will display all results with “Dolphin” in the title. Select the “2019 White Dolphin”
as shown below:

On the following screen, enter a quantity - Qty 1 / $50 price and click Next. (Note
that price is not a required field.)

Here you can add more product, and edit or remove a line item. Click Next - no
need to add additional products for this example.
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Here you will see a weather hold, which can be ignored by selecting “Ignore State
Weather Holds” - Yes (you’ll need to scroll down further on the page).

Scroll down and enter the carrier, as shown here:
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The customer order # is not required but it’s important to enter if it’s existing in the
system to prevent duplication.

Once the fields are complete, click Next:
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On the next screen, review all details and click Submit to confirm the order.
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Suspended Orders
Suspended Orders have been started, but not completed. By suspending an order,
you can return to it later to complete or delete it. Orders can remain in Suspended
status indefinitely.

We’ll begin by entering a single order and suspending it. This process will be almost
identical to the Enter Single Order process above, but we will suspend the order
and retrieve it afterwards to demonstrate a few more functions of the system.

From the main orders dashboard, select Enter Single Order.

Select “Yes, look up the customer” as shown below:
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Do not enter any information in the Customer Search fields. Just click Next at the
bottom of the screen.

This will display an exhaustive list of available Customers. Select your desired
Customer (in this example, “Training Co”).
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Confirm your selection by clicking Next.

For the Recipient selection, click “Yes, they are the same” (as the Customer).

Confirm the selection by clicking Next.

Next, make a Warehouse Selection and click Next.

For Product Selection, you can “Choose from Catalog” which is an exhaustive list of
all available products. For example, select the 2019 White Dolphin.
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Enter a Qty and Unit Price and click Next.

On the following screen select “Suspend This Order.”

To access the order you just suspended, as well as all other Suspended Orders, go
to the Orders dashboard and select Suspended Orders.
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This brings up the following screen, with a list view of all Suspended Orders:

On the above screen, an order can be canceled by clicking the Cancel button, or
Resumed. To Resume a Suspended Order, click the Resume button to the right of
the line item you’d like to Resume.
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Click Edit in the upper left corner of the screen, as shown below:

Make the desired changes and then click Save to confirm or Discard to abandon the
changes:
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Once the order has been updated and placed, it will no longer be visible under the
Suspended Orders view.

Order Search
Order Search is available from the main Orders dashboard.

Order Search allows the user to search by Customer Order #, CPL Order #, and
Order Date. Advanced Search is also available.
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Note: you can edit any order with a status of “on order.”

Ship Complete Orders
Ship Complete Orders contain items with insufficient quantities, and “yes” is
selected for “Hold Order to Ship Complete” on the order. To access, select Ship
Complete Orders from the main Orders dashboard.
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The following screen will display all Ship Complete Orders. To view a Ship Complete
Order, click on the line item. This will display the details for a given Ship Complete
Order. Orders can be edited from here, and if you choose a product with sufficient
quantity, the order will no longer be held until Ship Complete, but will be processed
normally.
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Order Import
Order Import allows you to upload a CSV or XLSX file to expedite the order process
when the user has all necessary information for an order.

To access, click Order Import from the main Orders dashboard:

Next, upload your file and select the Shipping Warehouse.
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Weather Holds
Weather Holds temporarily pause shipments to specific locations so they are not
adversely affected by inclement weather. Weather Holds have a start and end date.
The following will explain each aspect of a Weather Hold in more detail.

Weather Map
The Weather Map displays where there is inclement weather across the country,
and can be accessed from the main Orders dashboard:

Clicking above will display the Weather Map:
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State Weather Holds Configuration
From the State Weather Holds Configuration drop down menu, you can view all
current state weather holds, and create a new weather hold. This is found here:

Creating a Weather Hold
Weather Holds can also be created from the Weather Hold Map by clicking on a
state and clicking the Create button, as shown below:
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Complete the fields and click Save
● Name
● When the hold begins
● When the hold ends
● State on hold (will be selected by default)
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● Carriers on hold
○ Note: you have the option of selecting all carriers via the checkbox, or

choosing specific desired carriers by clicking the add a line and
selecting from the carrier list

Now if you attempt to place an order for the state on weather hold a warning
message will pop up and you can choose whether to ignore it or not.

Orders on Weather Hold
For a list of all orders on Weather Hold, choose Weather Holds from the main
Orders dashboard as shown below:
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From here you can view a line item or choose to have an order “Ignore State Hold”
to bypass that hold and ship it anyway.

There is another way to release an order from Weather Hold. Click View on the line
item and then click Edit in the upper left corner, as shown below.
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Scroll down and set “Ignore State Weather Hold” to Yes, and then click Save in the
upper left corner.

This order will now be removed from Weather Hold.
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