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LOGGING IN

1. Input the CFE Internet address.

2. Select the ‘I Accept’ button for the Dealer Order Entry system.

3. Input Login number (Customer's account number).

4. Input password.

5. Select Language from drop down box.

6. Select Logon button
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ORDER ENTRY

1. Select Create Sales Order

2. Input Purchase Order No. (Customer's own reference number)
3. Input Material number
4. Input Quantity
5. Input Customer material number (Optional)
6. Select Update/Add new Line

continued...
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7. Select Create Sales Order

8. Confirm

The below message will be displayed to confirm that an order has been created.
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Note. Repeat steps 3 to 6 for every part, which is to be added to the order.
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PRODUCT AVAILABILITY

1. Select Product Inquiry

2. Select ordering type
• UK Domestic = VOR
• Export = Stock
• Associate = Stock
• OE = VOR
• OES = VOR

3. Input Material number
4. Input Quantity
5. Select Submit

continued...
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The screen will automatically refresh with the result showing in the following format:

The above is an example of a part in Stock, however if there was no stock available then
a message will display to say Availability: Out Of Stock.

If there is a super session on the part then this will also show in this summary. The
superseded part will be displayed underneath the original part.
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ORDER STATUS REPORT

1 Select Order Status Report from drop down menu

2 Select Continue

continued...
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3 Input order creation date
4 Input sales order number
5 Input dealer order number (Purchase order number)

6 Input material number (Leave blank if searching for multiple parts)
7 Select order type to be searched for (i.e. open, cancelled, completed)
8 Execute (F8)
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Note. One or a combination of the above three are required to initiate the search.

6

7

8

The above is an example of how the order status report will look once executed. There are
many columns that are not shown above, however by following the process headed Formatting
the report the user will be able to format the layout to their own specifications.
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FORMATTING THE REPORT

1. Select the change layout button

2. Select the heading to be removed
3. Click the arrow to move the heading into the right hand column (headed

Column Set)

4. Select a heading and use the up / down arrow to change the order in which the
report is displayed.

5. Save the layout

The report will refresh and will display in the specified layout.
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Note. The left hand Column shows all the headings, which are currently shown in the
report. If any are to be removed then the following steps will need to be carried out.

Note. Repeat the above 2 steps for all headings, which are to be removed.
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EXTRACTING TO EXCEL

1. Select the Local File icon

2. Select Spreadsheet
3. Confirm
4. If the following security warning comes up on screen then the user will need to

click YES to accept.
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5. Specify the directory and file name that the file is to be saved to.

6. Generate

At this point the report will be saved in an Excel format in the specified location. If the
save has been successful a message will be displayed at the bottom of the screen:

The report can then be opened in Excel like any other Excel file.

7. Use the yellow back button to navigate back the CFE home page.
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BACKORDER DELIVERY DATES

Using this function will allow the user to look at the estimated delivery dates of any
backorders they may have on their account.

1. Input the SAP order number that the backorder is on

2. Input the part number of the backordered part.

3. Click OK.

continued.....

1

2

3

Note. If NO SAP order number or part number details are entered then the
report will show all backorders on the account.
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The report will look as follows:

4. If a delivery date is available then this is where it will be displayed.
The following is a description if what each heading refers too:

• Order No. – SAP Order number
• Item – The line number that the part is on within the order
• Material – Part which is on backorder
• Plant – GB01 = QH Hinckley
• Order Qty – Quantity originally ordered
• Shipped Qty – Number of parts shipped (if any)
• Back Ord Qty – Total remaining parts on backorder

This report can be exported into an Excel file by following these steps:

1. Navigate the menu function through: System – List – Save – Local File

continued...
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2. Select Spreadsheet

3. Confirm

4. Specify the directory and file name that the file is to be saved to.

5. Select Generate

At this point the report will be saved in an Excel format in the specified location.
If the save has been successful a message will be displayed at the bottom of the screen:

The report can then be opened in MS Excel like any other XLS file.

6. Use the Green back arrow to navigate back to the Customer Front End
home page.
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LOGGING OFF

To logoff the Customer Front End:

1. Click the Logoff button

A message will be displayed to confirm the user has logged off.
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