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Your Free Trial

Getting to Know NetSuite

Welcome!

Welcome to NetSuite, arevolutionary way to run your business. NetSuite
combines all the features your company needs in a single system.

With NetSuite, you and your team can manage your company’s business
from anywhere, at any time with unprecedented ease of use and security. All
you need is a computer with a browser and an Internet connection.

NetSuite offers total security and flexibility. Your business data is protected
by the most current and advanced security measures available. Rather than
worrying about the safety of your information, you can concentrate on
managing your business.

You can customize NetSuite to solve problems unique to your business.
Create custom records and forms, and create a Home page that gives you an
immediate update of your company’s success as soon as you log in to your
account.

You can aso import data from your previous accounting software and your
previous contact management applications. NetSuite can aso synchronize
with other contact, calendar and task management devices and software.

Your Free Tria is achance to experience how NetSuite can change the way
you do business.

Wolfe Electronicsis afictiona retail business created to show NetSuite's
comprehensive features. Your Free Tria isfully functional, and you can
simulate any processes or transactions that your business uses. Test the
capabilities of customization and see for yourself how asingle
comprehensive and seamlesdly integrated system can make your job easier.



In This Guide

Getting to Know NetSuite

Welcome!

The purpose of this guideisto orient you to NetSuite and to get you started
using its features.

In Getting to Know NetSuite, you will find these chapters:

«  Welcome - An overview of thisguide.

« Orientation - This chapter explains the layout of NetSuite, how to
control access to your account through the assignment of roles and how
to get answers to your questions.

«  Customization - This chapter gives an overview of how to make your
suite work for you, the CEO. Learn avariety of tips that make using
NetSuite even easier.

«  Test Driving Wolfe Electronics - After you become acquainted with

NetSuite, you can use our detailed sample exercises to experience the
integration and ease of use.
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Using This Guide

Vocabulary

Getting to Know NetSuite

Therest of this chapter will help orient you as you become acquainted with
your basic CRM applicationsin NetSuite.

This section will introduce you to vocabulary used in thisguide and in
NetSuite's online help.

You may see a step worded:

1. Click Home > Customize Page.

“Click Home > Customize Page” means* Click the Home tab, and then click
Customize Page on the Home page.”

Theterms“tab” and “subtab” are also used.

- Tabsarethelinksthat are always visible toward the top of the page.
When you log in as the administrator, you see six tabs at the top of every
page. Those tabs are Home, Transactions, Reports, Lists, Support and
Setup.

«  Subtabs are tabs that appear within the body of some pages.

The term “subtab” is aso used to refer to tabs beneath other subtabs. In
the exampl e below, you see the Earnings subtab when you click the
Payroll subtab on an employee record.

In the image below, you can see tabs and subtabs.

Change Role | Sign Out | Help Search

[ Home | Transactions NEBE
Lists > Employees >

Lists = Employe 1 Winlfe £ ics - R Wolfe (Administrator)

Employe V\ These are tabs | 2ddTe shorteuts @erey (Duest
Employee Angela A Hitchcock Custom Form Standard Employee Form [=]

Employes is Inactive [

Save Save As Save & New Delete Reset Search | Print Customize Form

L Payroll 1]

Pay Frequency Twice a Month E| Use Time Data [
Last Paid Date|3/29/2002 m \

These are subtabs

TEarnings |11

Default Hours Inactive

# Earning
1 Salary 60000.00
Hourly Wages [] C
Add| [ Insert Remove Cancel




Welcome!

Symbols

The following symbols are used throughout this guide:
f This symbol points out helpful tips you may want to use to save time.
An example of atip:

“Most features are turned on by default. Keeping unused features turned off
removes unnecessary links from your working pages.”

— This symbol indicates something that you need to know about when using
=  NetSuite.

An example of anote:

“Portlets are areas of a page set apart from the rest of the page. When you
log into NetSuite for the first time, the Calendar, Events, and Snapshots
portlets are at the top of the screen. If you scroll down the Home page you
see other portlets with their titles in bold.”

This symbol indicates technical information relating to hardware or
software.

An example of technical information:

“To print checks, you need Adobe® Acrobat® Reader. It is recommended
that you use version 5.0. You can download Adobe Acrobat Reader at
Adobe's Web site at:

http://www.adobe.com/products/acrobat/readstep2.html.

Getting to Know NetSuite 9



Chapter 2

Orientation

In This Chapter

Orientation

Tabs

Navigating NetSuite
Roles

Assigning Roles
Customizing Roles
Centers

Getting Help

11

11
11
12

14
15
15
16

17



In This Chapter

Orientation

Tabs

Getting to Know NetSuite

Orientation

Before you begin using NetSuite, there is some information that can
familarize you with the layout and organization of the system.

First, you will learn how the site is organized and how to navigate between
pages. Then, you will learn how to control access to your company’s data by
assigning roles. Finaly, there is asummary of NetSuite's online help system
and information about customer support and other services.

NetSuite is organized to make your job easier. Related tasks are grouped on
the same pages offering an interface that is efficient and easy to use.

NetSuiteis organized by the series of tabs that appear at the top of each page.
Each tab groups related links onto a single page.

Each person who uses NetSuite has access to different tabs, depending on
that person’srole in your company.

To navigate to a page, click the tab.
For more information on roles, see “Roles’ on page 14

For more information on centers, see “ Centers’ on page 16

11



Orientation

Navigating NetSuite

Shortcuts

Because you access NetSuite in a Web browser, navigating the system is
similar to navigating other Web pages. You can also bookmark pagesthat are
used often.

There are also navigation tools NetSuite provides to make using the system
easier, like shortcuts and breadcrumbs.

The Shortcuts portlet on your Home page contains links to the pages you use
most often. Clicking any link in the Shortcuts portlet takes you to the page.

You can create a shortcut to any page in NetSuite or another Web site by
clicking the Add icon next to the Shortcuts portlet.

Portlets are areas of a page set apart from the rest of the page. When you log
into NetSuite for thefirst time, the Calendar, Events, and Snapshots portlets
are at the top of the screen. If you scroll down the Home page, you see other
portlets with their titles in bold.

Dropdown Menus

Getting to Know NetSuite

You can use dropdown menus to navigate quickly from tabsto pagesin
NetSuite. When you first log in to NetSuite, you can click on atab to see the
headings and links that appear on that page.

You can choose for dropdown menus to appear when you roll over tabs,
when you click tabs or when you click an arrow next to the tab.

To choose the style of dropdown you want to use, go to Home > Set
Preferences, and click the A ppearance subtab. In the Dropdown Menusfield,
select the dropdown style you want to use, and click Save.

12
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Breadcrumbs

Getting to Know NetSuite

Breadcrumbs are links that appear in the upper left hand corner of every
page in NetSuite. When you navigate to pages within atab, ssimply click a
breadcrumb to return to one of the pages you previously visited.

In the image bel ow, notice the breadcrumbs in the upper left corner.

Change Role | Sign Out | Help | search |
usts
Lists = My Calendar > ‘Walfe ics - R Wolfe | )
Event G0 To Event List 7 Add To Shortouts (Derev (Blext
Subject|Strategic Planning ] Custom Farm Standard Event Form [3]
Lacation Conferance Room & Status Confirmed =
Date[0/27/2002 [ all day event [ Event Access Public =
Start Time|11:00 am | '11:00 am El Show on home page F
End Time|12:00 pm | ‘noon = Send E-mail ¥ cC Myself #
Reminder 15 minutes E
Message
Save Save & New Reset | Print Customize Form

Recurrence [ Availability T Resources | Res. availability.
Single Event
Repeat Event & |avery [E] week =
End By
Mo End Date 7

13
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Getting to Know NetSuite

Orientation

A roleisaset of permissions that lets customers, vendors, employees and
partners access specific areas of your data. You assign roles on customer,
vendor, partner and employee records.

Assigning roles lets you control access to your company’s data. Different
roles have accessto different tabs and links depending on job responsibilities
or relationship with your company.

A sales person, for example, can access the Sales Center, which includes
only those features that relate to reporting and processing sales. Partners, for
example, can view reports related to the business they create.

When you first log in to NetSuite, you arrive at the Choose Roles page. All
of your roles are listed, and you can click any link to log in asthat role.

The image bel ow shows the Choose Role page you will use during your Free
Trial.

Change Role | Sign Out | Help Search
Lists > Choose Role Wolfe Electronics - R Wolfe (Administrator)
Choose Role
Default Role | Role |e A | Last Login |
r Administrator Wolfe Electronics 07:40am 27-Sep-Z002
] CEO Wolfe Electronics
r Eull Access Wolfe Electronics
r Yendor Center Wolfe Electronics
r Sales Administrator wolfe Electronics
r Employee Center Wolfe Electronics
r Customer Center Wolfe Electronics
r Executive Waolfe Electronics

Show Inactives [~ Total Found: 8

Print

You can change to arole you have been assigned by clicking the Choose
Rolelink in the upper right corner of any page.

14



Orientation

Assigning Roles

Roles are assigned on the Access subtab of customer, vendor, partner and
employee records.

Employees and vendors may have more than one role. Wolfe Electronics
might assign the executive role to the company’s sales manager, if that
person also serves on the executive team. In the Free Trial, you can try
eleven different roles.

To change between different roles, click Change Role in the upper right
corner of any page.

NetSuite provides alist of standard roles to choose from. You can see alist
of standard roles at Setup > Manage Roles.

The administrator role is designed to set up and maintain your company’s
NetSuite account. The person who signs up for your account is assigned the
administrator role. The administrator has compl ete access to every tab and
link, including the Setup tab.

Customizing Roles

Getting to Know NetSuite

You can customize any standard role to suit the needs of your business. You
customize arole by adding permission to or removing permission from a
standard role.

Wolfe Electronics has created a custom role called Executive. Wolfe's
executives have access to all standard reports and a small number of
transactions.

To customize a standard role, an administrator can go to Setup > Manage
Roles. Click the name of the standard role you want to change, and click the
Customize button.

Change Role | Sign Out | Help Search

‘Waolfe Electronics - R Wolfe (administrator)

(Derev (Fiext

Name AJP Clerk = ns npone - no default
rpe Standard s none - no default
Department Restrictions none - no default Employee Restrictions none - no default

Permissions |70

PTransactions (870008 SEET

Permission Level
Bill Purchase Orders Edit
Bills Edit
Enter Vendor Cradits Edit
Find Transaction View
Pay Bills Edit
Pay Sales Tax Edit
Posting Period on Transactions Full
Purchase Order Edit

Receive Items Edit
Receive Purchase Orders Edit

15



Centers

Orientation

NetSuite offers specialized centers that you can assign to your employees,
customers, vendors and partners. Centers give people you do business with
limited access to your account. Each center contains a set of tabs and links
that corresponds with different rolesin your business.

Below isalist of the centers used in NetSuite.

Center Content

Executive

Accounting

Sales

Support

Marketing

Store Management

Shipping

Employee

Customer

Vendor

Partner

View reports and registers that help you make
decisions.

Enter transactions, view financial reports and
manage income and expenses.

Enter sales transactions, work with customer
records and view sales reports.

Manage customer support cases and knowledge
bases and view customer support reports.

Create and manage marketing campaigns and
view sales and profitability reports.

Manage your items and inventory, organize your
Web site content, work with records and view
sales and inventory reports.

Manage shipping and receiving and keep track
of inventory with inventory reports.

Track time, enter purchase requests and use
NetSuite calendar.

View estimates, place orders and view account
information.

View your transaction history and purchase
requests.

Generate reports relating to partners and
promotion codes, and create new promotion
codes

Anyone who is assigned arole can access their center from anywhere, at any

time.

Different roles have access to different links, even though they may share a
center. For example, A/R clerks and A/P clerks both use the Accounting
Center, but only the A/R clerk can post payments to open invoices.

Getting to Know NetSuite
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Getting to Know NetSuite

Orientation

NetSuite offers avariety of online help topics that can help orient you to the
system and improve your efficiency.

At the top right corner of every pagein NetSuite, thereisaHelp link.
Clicking thislink opens awindow with help topics related to the page you
areon, aglossary of terms and an index of all help topics.

There are three major types of help files:

What Is...?

What |'s help topics offer general information on how you can use a
feature in NetSuite.

For example, if you click Help in the upper right corner of the Home
page and click the What Is tab, you can read about the major tabs and
the portlets available on the Home tab.

How Dol ...?
How Do | help topics offer step-by-step instructions.

For example, if you click Help in the upper right corner of the Home
page and click the How Do | tab, you can learn how to add Shortcuts to
your Home page.

How Do I Add Shortcuts?

In NetLedger, the shortcuts you see when you first login are the default shorteuts for your role. You can
personalize your shortcuts to perform your tasks more efficiently.

To add a shortcut:

The new link appears at the bottom of your shorteuts lists,

| add Shortcuts =l

1. Click the Add to Shortcuts link on the top of the page.

A popup window appears with the name of the shortout,
2. If you like, edit the shortcut's name.
3. Click Submit to add this task to your shortcuts list,

If you click Cancel, the shorteut is not added to your list,

Field-level Help

In NetSuite, information is entered in fields. Clicking the name of afield
brings up awindow with field-level help.

For example, in the Shortcuts portlet, click Create Invoices. When the
Invoice page opens, click the words Customer:Job. The field-level help
window pops up and offersinstructions for what to enter in thisfield
and how thisinfo is used in the system.

Field-level help is specific and easy to access. Whether you are wondering

which format to enter phone numbersin or where amemo might appear on a

printed form, field-level help isthe easiest place to find out.

17
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Orientation

There are other resources available to help you use NetSuite.

Glossary

To usethe glossary, click Help in the upper right corner of any page, and
click the Glossary tab. The Glossary tab contains definitions of
accounting terms and terms specific to NetSuite.

Help Index

To search by a specific topic or keyword, click the Help Index tab. Click
aletter or type aword in the Jump field to see alist of the relevant What
Isand How Do | topics you are looking for. Then, click the name of the
filetoview it.

Help Search

To search for words in the text of ahelp file, go to Support > Help, and
click the Search tab. The Help Search works like an Internet search
engine. Enter the words that might appear in the help topic you are
looking for, and click Go.

Change Role | Sign Out Search
O itcuss e [ sasers [ aveosr
Home = Help > ‘Waolfe Els - R Wolfe ( ini 1

Index mm Type in the keyword to find |[profi

ls

Profitability Reports =

What Is an Inventory Report

i 7
What 15 a Sales or Profitability How Do I Create an Invoice from a Fulfilled Progress Sales Order?
Report
Whiat Is an Iricoms Statarent: Many service businesses use progress billing to bill for portions of jobs as
they are completed
Progress Billing

How Do [ Create an Invoice A progress sales order is a commitment to perform services, It has no

from a Fulfilled Progress Sales accounting impact until services are performed and the order is turned into

Order an invoice. With advanced shipping, your shipping and accounting

How Do I Create an Invoice departments use separate processes for fulfilling and billing sales orders. |

from a Progress Sales Order

How Do [ Create a Progress When using progress billing, a progress sales order is created and

Sales Order approved. Once 3 portion of the job has been completed, the progress

How Do 1 Process a Progress s'alehs order is fulfilled. Then, a progress invoice is created for a percentage

Sales Order Using Advanced of the total cost.

Shipping =

How Do [ Use Progress First, fulfill part or all of a sales order, and then create an invoice for the

Invoiging percentage qf renderad sarvi_ces._]f you complete only part of an order, you
Dromation Codes can later fulfil and create an invoice for the rest of the order.

What Is a Partner or & 1 . "

Promotion Cads Report 5 To fulfill 2 sales order, go to Transactions > Fulfill Sales Order. J

18
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Customization

In This Chapter

Home Page

Getting to Know NetSuite

In this chapter, you will learn how to customize NetSuite for your business.

This chapter takes you through the Executive Center and gives you an idea

of how you can make NetSuite work for you. Before you begin this chapter,
change your role to CEO.

When you first log in to NetSuite and after you have chosen your role, you

arrive at your Home page. The Home page is unique to each individual, and
you can customize it to suit your needs.

Changs Bobs | Ssn Out | Help Search
(TTTH Transactions | Lists | Reports | Setup
Home Wolfe Electronics - R Wolfe (Admnistrator)
[ Sep 2002 ¥} calendar Events @  snapshots i
Today is Septernber 27, 2002 No events scheduled for today. - Sales This Periad $0.00
ettt b bei o S S - bt e ATaaN
s]:. M; 1; We ;h rir s;) S e + Ressivables $43,548 .48
4
- b2 Tasks - Pavables $14,083.95
panansy e 8 i "
i o res au &
+ en Cases 3
2 g 2& 25 26 ZI 8 Mo Search Results Match Your Criteria, M 5
D + Update + Naw 3 Customi  Show order + Closed Cases This Waek o
-+ Maw Leads Testerday o
Search By Type
= ¥ Ty ¥ e @ +onsmer o
i * Tasks * Approve Expan: + Forecast This Parsod $1,376.70
Name/ID = * Calendar * Bill Purchase Orders » Wab Site Hits Todas 3
- * Chart of Accounts * palance Shest
Search For 1Lh LEOUY - Balance + Lipdate + Setlp
* Craste [nvoschs : L
Search * Accept Paymants * Gatting Started: Payroll Reminders [£]
* Enter Bills * Getting Started: Web Store * Plaase chick the Customize
= Bay Bills * Getting Started: CRM Fage link to activate your
- Wy
watiines te Checks reminders
* Customize Page + Stlp + dadd + Undate -+ Setlp
* Sat Preferences
x e e HatLedgar Balaaze B0 (Bata] Capyright @ Hatbedger Inc. 1999-2002. All rights rezarved.
* Chang SLred e
Mew Features &
* Release Notes

20



Getting to Know NetSuite

Customization

The Home page is divided into sections, called portlets. When you log in to
NetSuite with the CEO role for the first time, the Calendar, Events and
Reminders portlets are shown at the top of the screen. If you scroll down on
the Home page, you see other portlets with titlesin bold.

Portlet

Snapshots
Reminders

Events
Tasks
Shortcuts
Search

Settings
New Features

Tip of the Week

Content

Shows reports or graphs of your company’s
performance.

Lists deadlines and due dates. You can
follow links to complete each task.

Keeps track of your daily calendar.
Tracks the work you complete.
Links to the pages you use most often.

Lets you quickly find any information you
need.

Allows you to customize your suite.

Updates you on the latest improvements to
NetSuite.

Offers helpful suggestions and shortcuts for
using NetSuite.

You can select which portlets appear on your Home page by clicking
Customi ze Page in the Settings portlet.

21



Customization

Customizing Your Suite

The Set Preferences page is where you select the color theme for your suite,
the style and alignment of the tabs, and the type of dropdowns you want to
use. The Set Preferences page can be accessed from most tabs in the
Executive Center.

The Customize Page link lets you set up the arrangement and content of your
portlets. The Customize Page can be accessed from most tabsin the
Executive Center, allowing you to customize the information that appears
throughout your suite.

You can choose to show only those portlets that are most useful to you, and
you can customize their content. There are two ways to do this:

«  Onthe Home page, click the Set Up link in the portlet you want to
customize.

In the Settings portlet on the left side of the Home page, click
Customize Page. The Customize Page opens. Click the subtab for the
kind of portlet you want to set up.

Below each portlet is a set of links that you use to set up, add to, or update
* the information in the portlet.

Thisisthe Snapshots portlet asit appears on your Sales/Marketing page.
Notice the links at the bottom of the portlet.

Snapshots ®
- Sales This Period $76.39
- Receivables $6,019.80
-» Orders Yesterday 1
- New Leads Yesterday 1
< Open Prospects 3
-» Forecast This Period $76.39
- Update - Set Up

Getting to Know NetSuite 22



Snapshots

Getting to Know NetSuite

Customization

You can show snapshots that give you an instant update of the information
you heed to make good decisions for your business. Snapshots can include

information like:

«  Your saesfigures from the past week

«  Your five best selling items

«  The names and phone numbers of important clients

To set up snapshots on the Home, Sales/Marketing, Expenses, Payroll and
HR and Financial pages, click Customize Page. Then, click the Snapshots
subtab. Choose from NetSuite's standard snapshots, or select an enhanced
snapshot on the Enhanced subtab. Click Save.

After you have chosen which snapshots to show, you can choose to display
enhanced snapshots as lists or graphs.

®

Top 5 Customers

Daniels Farily $6,500.00
Hsieh Household $5,100.00
Chaudhry Family $2,352.00
Garncarz, Lani $1,645.50
Chess art Gallery $1,250.00

{Period Range: This Period)

View report
- Update - SetUp

To customize an enhanced snapshot, click Set Up Snapshots on the
Customize Page. Then, click the Enhanced subtab. Choose a period or date
range and choose how the snapshot will appear, and click Save.

23



Custom Snapshots

Getting to Know NetSuite

Customization

You can also create custom snapshots that present the results of your saved

transaction or list searches. For example, you might search for al customers
with businesses located in California. Thelist of names with phone numbers
and e-mail addresses can be shown as a custom snapshot.

CA Customers

Name A  Emany
Contact

M‘-‘ Tony Jones

Music

Bay Media  Wally

Research  Morton

Chess At Baron
Gallery Chess

CvM
Business
Solutions
Helton's
Office Supply
{19 more)

Milosz
Adamczyk

800-555- 3
4681 bsharp@freeversion.net
800-555-
0609
831-
2312'9555' chessan@freeversion.net 555-
5230
650-
?33'9555' cvmbiz@freeversion.org 555
7710
415-555-

1883 helton@hos.com

For more information on saved searches, See “Records’ on page 32.

24
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E-mail Updates

Getting to Know NetSuite

NetSuite can send periodic e-mail updates to you with the information from
your Events, Tasks, Snapshots and Reminders portlets. To receive these
updates, click Set Preferences. On the Set Preferences page, click the Alerts
subtab. Check the box next to the time of day you want to receive the update.
Click Save.

During your Free Trial, you receive e-mail updates like the one below from
Wolfe Electronics, the sample company.

ol
| Ble Edt Wiew Insert Fomet Tooks Actions Help |
| @oneoly | Bireplytonl | yFomard &0 | ¥ (3K (4w -4 0,

From:  system@orackesb.com Sent: Wed 6[26/2002 7:03 PM
b

Subject: Daiy Facts About Your Company

Daily Facts About Your Company ;l
04:02 PH D6/26/2002

=== Events ===

+ 10:00 am - Strategic planning
+ 4:00 pm - Budget Meeting

=== Tasks =---

+ Dimcuss Hardware Supply Problem
+ Re-negotiate Insurance Rates

+ Review Budget for next Quarcer
+ Schedule Employee Revieuws

+ Call Lawyers re:Telco Contract
+ Schedule Meeting with Broker

+ Pick up Airline Tickets

--- Snapshots ---

+ Sales This Period: §18,271.3§
- This Quarter: $108,318.45

+ Bank Balance : $111,567.44 =

25



Reminders

Getting to Know NetSuite

Customization

You can have NetSuite remind you of deadlines. The Reminders portlet isa
set of links to the pages where these tasks can be compl eted. You can choose
what to be reminded of. Reminders can appear on the Home, Sales/
Marketing, Expenses, Payroll and HR, and Financial pages in the Executive
Center.

To choose your reminders, click Customize Page. Click the Layout subtab,
and click Right Side Content. Check the Reminders box, and click the
Reminders subtab. Check the box beside each reminder you want to show on
this page, and click Save.

To customize your reminders, click Customize Page. In the upper right
corner of the page, click Set Up Reminders. Choose the number of days
before or after the date you want to be reminded, and click Save.

Change Role | Sign Out | Help Search
me Waolfe Electronics - R Wolfe (Administratar)
Customize Page ~ Set Up Snapshots n Set Up Reminders n Set Up Shortouts|
Save  Reset
ayout ustom Reminders
Show Reminders
[T Checks to Print
I~ Paychecks to Print
™ Receipts to Print
[T Invoices to Print
[T Credit Memos to Print
[T Purchase Orders to Print
[T %ales Orders to Print
[T Estimates to Print
[T Return Authorizations to Print
[T Employees to Pay
" Non Posted Paychecks to Process
[T Invoices that are overdue
I Bills to Pay
26



Customization

Importing Calendar and Contact Information

Getting to Know NetSuite

If you use Microsoft Outlook®, GoldMine®, ACT® or PAlm™ computing

devices, you can synchronize your calendar, task and contact information
with NetSuite.

To synchronize NetSuite with another application, go to Home > Set Up
Synchronization. Set your synchronization preferences, then click thelink to
download the synchronization software.

Change Role | Ssan 0wt | Help Search
200 Tronsactions  Lists | Reports | Setun | Support
e Walle Elwctrorecs - R Walle [Administrator)
@ Sep 2002 ) calendar Events &  snapshots &
Today is September 27, 200z Today's events: iy + Zales This Perind §0.00
00 1 - 12:00 oo S [T 1 5 Bank® HeR
Su Me Tu We Th Fr Sa . + Begivablns :ﬂ 046 48
12 3 4 5 § 1 ledas + Haw -+ Sheiunzamiog + Baables $14,083.95
B 2 1001 1213 M  Orders Yesterday 1
A5 15 A7 18 13 20 21 Tasks B oren caes 5
I 23 24 25 26 27 I8 Due Date | Task Title |Priority | Company [Mark |, wew cozer This week M
2H oz 4 5 S/27/2002  Call Lawyers reiTeloo High Steele B Frock Law =t + Clognd Cases This Week L]
Contract Offices & e M
Search By Type (8 #272002  Pick up Airlne Tickets Lo Completed o0 b oupect o
= Type %/27/2002  Schedule Emploves Reviems Low Completed o This Peri $1,376.70
iy = WEN2002  E-mad sal Hadiurm Completed | e ey
e %27/2002  Re-negotiste Insurance Bates Medium  Carbeay Insurance Comelsted -
* Search For Agency pdate Setup
27/2002  Scheduls Hesting with Broker Hedium  Stein Investments Compisted '
Search -+ Update + How + Customize + Show order Reminders ®
* LCheck to Priot
Shortcuts ® * 16 Emoloyess to P,
Settings * Tasks * pprove Expenge Reports = Blnvoiges that are gverdus
* Customize Page * Calandar * Bill Purchass Crdars » ills o B
N ® Chart of dccounts ® Balance Sheet 13 Pavments to Deposit
* Bank Asqister * Ineame Statement * 2 Expers B ApDrye
* Cruate Invoicss * Gatting Started: System Basics 4 Items o Crder/Build
hange E-m i . T i + Pavroll oo PRET
T g9 . Somclis L * 2.5alss Ocders ta 2l
Balsasn Hotes * Writs Checks 2 e
+ SekUp + Add L.Bﬁmr ARQrove s
Fur £ 50 Bil
8 Peripds tn Close
Z et Duposits to Apprave
= 1 Electronio Funds Transfer to
Aporove

Save Intellisync to your hard drive. The account ID and information on
setting up Intellisync can be found at Home > Set Up Synchronization.
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Setup

Customization

The Setup page includes everything your account administrators, sales
managers, support managers, payroll managers and store managers need to
set preferences for your company. This section introduces you to some of the
major features you can usein NetSuite.

Before you read this chapter, change your role to Administrator.

Enabling Features

Getting to Know NetSuite

pA

The Setup tab contains links that allow you to turn features on or off. Under
the Company heading, click Enable Features.

Chanage Role | Sign Out | Help | Search

Home | Transactions | Lists | Reports -0 Support

Setup ‘Wolfe Electronics - R Wolfe (Administrator)
Enable Features

Save  Reset

(LT Accounting

¥ Departments ¥ Custom Records

Track activity by department, division or other category. Create a database of informa
n be re can be integr |

Use inds
of your
[T 1P Address Rules

¥ File Cabinet

pload and associa
task records

I Multiple Currencies

Create transactions for foreign customers &
account for fluctuations in exchange rates

The Enable Features page is divided into seven subtabs:

Subtab Features

General Turn on features that affect your entire suite.

Accounting Enable inventory tracking, accounting periods,
assemblies and more.

CRM Enable SFA, customer support, knowledge
base and marketing automation.

Sales Transactions | Enable advanced shipping, choose to use
sales orders, estimates and multiple pricing.

Purchase Enable the online bill pay feature, advanced

Transactions receiving and drop shipments.

Employees Use payroll, time tracking and expense
reports.

Web Site Turn on your company’s Web site.

Most features are turned on by default. Keeping unused features turned off
removes unnecessary links from your working pages.
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Customization

NetSuite Features

Getting to Know NetSuite

The Setup page contains links that allow you to turn features on or off.
Under the Company heading, click Enable Features. On the Enable Features
page, click each subtab, and simply check the box of any feature you want to
use in your business. When you finish, click Save.

NetSuite offers the following major features:

Accounting and Finance — all the tools your business needs for
accurate and dependable bookkeeping.

NetSuite's accounting feature is integrated with its other features, so
you don’t have to enter information twice.

Customer Relationship Management (CRM) — calendar and contact
management combined with a complete Sales Force Automation (SFA)
and Customer Support feature. You can also use NetAnswers
knowledge bases and Marketing Automation.

Assign your sales and support teams roles that give them access to the
information they need to expand your customer base and resolve issues
faced by existing customers. Track developing deals with opportunity
records Create tasks and events and choose to send notification e-mail.
Design knowledge bases for your support reps, and send marketing e-
mail.

Web Site — everything you need to manage a Web site. You can choose
to have NetSuite host your site or to host your own.

Your Web siteisfully integrated with the rest of NetSuite. Orders placed
on your Web site automatically create sales orders and impact inventory
in your suite.

Employee Payroll —includes everything necessary to process payroll
for your employees.

NetSuite calculates earnings, withholdings and deductions, and
generates and prints paychecks. At the end of the year, print W-2 forms.

Online Bill Pay —let Paytrust send payments you’ ve submitted in
NetSuite.

Set up a Paytrust account to have your bill payments sent automatically
after your approval.

Customer, Vendor and Partner Centers— specialized pages for those
outside your company that you do business with.

Customers can make payments, view estimates, and place ordersin the
Customer Center. Vendors can view their transaction history and
purchase orders. Partners can view sales reports.

Time & Billing —employees can track time worked that is charged to
customers.

Based on the information entered you can automatically invoice your
customers and pay your employees.

Expense Reporting — specialized forms to track employee expenses.

Employees can report expenses anytime, anywhere with the Employee
Center role.
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Customization

Setting Up CRM

NetSuite's Customer Relationship Management feature allows you to:

«  Manage your sales and support teams using NetSuite and track quotas
and forecasts

«  Organize your business relationships, events and tasks

«  Store and share company documentsin an online file cabinet

«  Create knowledge bases that can be published in NetSuite or on your
NetSuite Web site

«  Manage your marketing campaigns and send e-mail campaigh messages
using NetSuite

CRM features can be turned on by going to Setup > Enable Features and
clicking the CRM subtab. Once you turn on CRM, links to CRM features
appear on the Lists page, and links to setting up CRM and SFA appear on the
Setup page.

Thisimage shows the CRM and SFA features that are available on the
Enable Features page.

Change Role | Sign Out | Help Scarch

[ome | veansactions | ists | neports RSO support |

Christy's Catering - A Christy (Administrator)

Enable Features

Save | | Reset

W online Formns
RM includes managing your Easily add forms to your existing Web site to capture new lea

On the Setup tab, under the Sales Force Automation heading, your sales
managers can set up rules and territories that assign new leads to the
appropriate sales people. You can post lead forms on your Web site and
create records from the information new leads submit.

Under the Support heading, your support managers can create rules and
territories that assign support cases to the appropriate support reps. You can
post case forms on your Web site and create case records with the
information your customers submit.

Setting Up a Web Site

Getting to Know NetSuite

NetSuite lets you create a Web site in minutes. Whether you host your own
site or let NetSuite host it, your Web site is completely integrated with your
accounting and CRM data. Orders placed on your Web site automatically
become sales orders. New customers’ billing information creates a customer
record your sales people can access and follow up on.

To set up your Web site, go to Setup > Enable Features, and click the Web
Site subtab.
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Setting Up Payroll

Getting to Know NetSuite

NetSuite offers al the tools you need to process payroll for al of your
employees. It calculates earnings, withholdings and deductions, and
generates and prints paychecks. NetSuite even updates federal and state tax
tables whenever changes occur.

To set up payroll, go to Setup > Enable Features, and click the Employees
subtab. Check the Payroll box, and click Save.
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Customization

Records

Records manage the people and companies you do business with. The
Executive Center offers avariety of records that you can use.

Change your role to CEO before you read this chapter.

CEOs have access to the following records:

Tab Records

Sales/Marketing Leads, prospects, customers, items,
contacts, other lists, other names

Expenses Items, other lists, vendors, contacts, other
names

Payroll and HR Employees

Financial Departments, classes, other lists, accounts

As your business grows, new records will be constantly entered and
changed. Click New beside any link to create a new record of that type.

To view an existing record, click the name of the list that contains that
record. When the list appears, click the name of the individual record you
want to see.

There are two ways to find arecord quickly:
* « Intheupper right corner of every pageisa Search field. Enter part of the
name of the record you are looking for, and click Search.

- Besidemost listsisa Search link. Click Search and a search page opens.
Click the General tab and select any information that relates to the
record you are searching for. Click the Results tab and designate how
you want the search results to display, and click Submit.

You can save or export searches you want to use in the future. Click Search
* beside the list you want to search. In the Search Title field enter aname this
search will be saved as. Enter the search criteriaand how you want the
results displayed, and click Save. Administrators can also make saved
searches public so they can be used by anyone with access to your account.

To use asaved search, go to Payroll and HR > Saved Searches. Click thetitle
of the search. When the search page appears, click Submit.

These saved searches can also appear as Custom Snapshots. For example,
the Administrator of Wolfe Electronics has a chart of corporate accounts on
the Home page.
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Transactions

The Executive Center includes linksto avariety of transaction forms.

Transactions are placed on pages with related records and reports. For
example, the Sales/Marketing page has links to estimates, cash sales and
invoices.

transaction type to see alist of al past transactions of thistype.

NetSuite offers an Auto Fill feature for transaction forms. With autofill,
whenever you enter a transaction for a customer, NetSuite automatically
enters the same information that was entered for this customer the last time
you submitted this transaction.You can always change any of the autofilled
information according to each transaction.

ﬁ Beside most links to transaction forms are List links. Click List beside a

You can enable Autofill by going to Home > Set Preferences. Check the
Auto Fill Transactions box, and click Save. Even if you turn this preference
off, you can till click the Auto Fill button on Transaction pages.

« Inthe upper right corner of every pageis a Search field. Enter some of
the information in the transaction you are looking for, and click Search.

«  Onmost tabs in the Executive Center, you can click Search
Transactions. Enter any information you know about the transaction.
Then you can click Submit to search, click Save to save this search
under the name entered in the Search Title field or click Export to save
the search results asa CSV file. You can view CSV filesin spreadsheet
applications like Microsoft Excel®.

f There are two ways to find a transaction quickly:
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Reports

Customization

You can view over 100 different standard reports that give you an accurate
picture of your business's performance.

Reports are grouped with related transactions and records. For example, the
Sales/Marketing page includes links to A/R reports, sales reports and open
transaction reports.

Generating Reports

pA

To generate areport, click the name of the report. You can customize a
report’s results by adjusting the filters at the bottom of the report. You can
view transactions or records by clicking links within reports. For instance,
on the A/R Register report, you can click the name of atransaction to see a
customer payment or an invoice in detail.

You can change the date or period reports cover by changing what is selected
in thefilters at the bottom of the report.

You can highlight aline of information on any report by passing your mouse
icon over aline. Thisis especialy useful when viewing highly detailed
reports and registers.

Generating Custom Reports

Getting to Know NetSuite

Administrators can customize many standard reports. To customize a report
in the Administrator role, click the Customize link next to the report’s name.
You can save your customized reports by clicking Save.

In the CEO role you can generate saved custom reports at Reports > View
Reports.

You can e-mail reportsto your customers, partners, vendors and employees
by ssimply clicking the E-mail button at the bottom right corner of any report.
When the E-mail Report popup appears, select the names of those you want
to receive the report and click Save.

You can also export reportsin CSV format. After generating the report, click
Export at the bottom right corner of the page. You can view CSV filesin
spreadshest applications like Microsoft Excel.

There will be many times when you want to open alink in a new window.
You might want to open atransaction listed on a report while keeping the
report page open, for example.

«  Toopenalink in anew window when using a PC, right-click the link,
and then select Open in a New Window.

« If you use aMac, hold down the mouse button on the link until amenu
pops up. If you use Internet Explorer, select Open Link in New Window.
If you use Endoscope, select New Window with this Link.
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Test Driving Wolfe Electronics

In This Chapter

Now that you are familiar with the layout of NetSuite, go through these
sample exercises and experience its seamless integration.

You will:

«  Customize the appearance of your suite
«  Create, bill and fulfill a sales order
- Enter abill and print a check to the vendor

«  Experience how your Web store creates business
«  Create an custom item option

Wolfe Electronics Sample Data

Wolfe Electronicsis afictional retail business, designed to show you how
NetSuite can help increase the efficiency of your business.

When you log in to your Free Trial account, you arrive at the Choose Roles
page. You are presented with alist of roles representing every level of a
company’s operation. For more information about roles, see “Roles’ on
page 14.

There are fourteen employee roles to choose from, and two roles from the

customer’s perspective. Each role has a different level of access, depending
on the demands of that person’s job.

During the course of these sample exercises, you will be asked to change
between the roles on thislist. To change your role, click the Change Role
link in the upper right corner of any page.

HE Mome e T T S P TS

e > Chaces Rols ‘Wolle Electrorees - Tast Drive ummmn-...mmn&
Choose Role

HetSutte lets you as
o the reeds of you

pacific role to evary amployes using the system, You can craate and delabe roles

oF adit the Aumbsr of features that each role can access, deparding]

Select a role below to see the Suite in action,
fou can return to this page and change roles anytime you want by chicking the Change Role link in the top right comer of every page

Administrator Full access to the Sute nduding creabng, editing and deleting roles,

cEo Access u-to-the-minuts reports for the entire company, with access to ll major components of the system
Bookkeeger Manage s accounting transactions, enter purchase orders and view financial reports.

Marketing Mansger  Manage marketing campaign activities and monitor their results.

Sales Manager Approve ssles, snalyze sales activity and mansge your sales teamn

Sales Parzon Enter and track leads throwugh the sales pipeline, create estimates and enter sales

Supoort Mansger  Analyze customer suppert activity snd manage your suppert team,

Sucgort Person Respond to customer inquiries, view customer history, and open, manage and close customer support cases.
Store Manager

Create web site, display store items, and set web store preferences.
Warchouse Manager Manage vour inventory, ship orders, track shipments and receipts.
Emplowee Center  Track your time, submit expense reports and request purchases,
Wiew your Web site from your customers’ perspective:

See ways your customers would look gt a Web site you can build with NetSute,

Wb Store Shopper A% @ custamer, view the publc area of the Web site and place an arder,
Custornar Cantes  Af @ customar logged into the passward protcted seea, view sheping status of orders placed, pay for orders that are due and view your payment
history,

View your data fram your Accountant's perspective:
Accourtant access is included for FREE with NetSuite,

Accoyntant Wiew and edit sccounting dats, and access financial reports
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Test Driving Wolfe Electronics

Customizing Your Suite

One of the first things you want to do is to customize the appearance of
NetSuite. You can change the appearance of your suite and even create your
own custom color themes.

Changing Your Color Theme

Getting to Know NetSuite

You want to change the color theme.
Change your role to CEO.

To change your color theme:
1. Click the Home tab.

2.  Onthe Home page, in the Settings portlet on the left side of the page,
click Set Preferences.

The Set Preferences page appears.

On the Set Preferences page, click the Appearance subtab.

In the Color Family field, select a color theme.

In the Color Saturation field, select the intensity of your color theme.

In the Color Lightness field, select how dark or light you want your color
theme.

7. Click Save.

o gk w

The Executive Center appears in your new color theme.

Anyonein your company using NetSuite can choose a personal color theme.
The color theme you choose doesn't affect what others see when they log in.

Thisisapicture of the Set Preferences page:

Change Role | Sign Out | Help Search

P caiec/arieting | Expensss | Payroll and He. | Financia | Reports | Setwp | Support

for Wolfe Electronics - R Wolfe (CEO)
Set Preferences

Save Reset

Appearance ||
Use Classic Interface [ Color Saturation | Subtle
Drop-Down Menus Open when tab is clicked E Color Lightness |Light

Color Family Blue =

EE
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Test Driving Wolfe Electronics

Creating New Color Themes

The administrator can create new color themes to match your company’s
logo. You can apply acustom color theme to your suite and to your Oracle
Small Business Web site.

Change your role to Administrator.

To create a color theme:
1. Click the Lists tab.

2. Onthe Lists page, under the Web Site heading, click New next to Color
Themes.

The Color Theme page appears.
3. Inthe Name field, enter Wolfe Colors.

This is the name of the color theme you will select in the Classic Color
Theme field on the Set Preferences page.

4. Under the Colors tab, click the Pick icon to the right of each field to
choose a color for each section of the page.

5. When you have finished, click Save.

Now, you can select Wolfe Color s on the Set Preferences page in the Classic
Color Theme field.

Thereisalso an Advanced Editing feature on the Color Theme page. If you
* check the Advanced Editing box, you can enter RGB and HSL values.

Changing the Navigation Dropdowns

You can change the kind dropdowns you use to navigate in NetSuite.
Remain in the Administrator role.

To change the kind of dropdowns:
1. Click the Home tab.

2.  Onthe Home tab, in the Settings portlet on the left side of the page, click
Set Preferences.

The Set Preferences page appears.
3. Onthe Set Preferences page, click the Appearance subtab.
4. Inthe Dropdown Menus field, select a dropdown style.
5. Click Save.

Now, when you move between tabs on your center, you can use the
dropdowns you prefer.
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Making Sales

Test Driving Wolfe Electronics

NetSuite's accounting and CRM features are completely integrated. The
information you enter in lead, prospect or customer records is automatically
filled in on transaction forms. Transactions are also recorded on the
Transaction History subtab of customer records for quick reference.

Entering a Lead Record

Getting to Know NetSuite

Whenever Wolfe Electronics' sales team gets information about a potential
customer, they create anew lead record.

Change your role to Sales Person.

To create a new lead record:
1. Click the Leads tab.

2. Onthe Leads page, under the Relationships heading, click New next to
Leads.

The Lead page opens.

3. Inthe Customer field, enter Helton’s Office Supply.
4. In the Phone field, enter 415-555-3883.
5. Inthe E-mail field, enter helton@hos.com.
6. Click the Address subtab.
Change Role | Sign Out | Help Search
[ Home | (TR Forecast | Reports | support |
Customers ads = ‘Wolfe Electrenics - R Wolfe (Sales Person)
Lead = Add To Shorteuts (DPrev (Pt
Customer Helton's Office Supply Customer is Inactive [
Status LEAD-Unqualified E Custom Form|Standard Customer Form E

Save Save & New Reset | Print

L Address
Address Name 123 Majestic Ave. State | California [ zip [94112
Attention Country United States =
Addressee Roger Halton Rggeﬂ: Heltorln
1 ajestic Ave,
Phone|415-555-3883 Address Text o Francisco CA 94112

Address 1123 Majestic Ave, bao
address 2 Default Shipping address @

City San Francisco Default Billing address

add/Edit Insert Remove Clear

# Address Attention Addressee Phone Address Address City State Zip Country Address Default Default
Mame 1 2z Text Shipping Billing
address address

39



Getting to Know NetSuite

Test Driving Wolfe Electronics

7. Inthe Label field, enter Store Address.

8. Inthe Address 1 field, enter 123 Majestic Ave.
9. Inthe City field, enter San Francisco.

10. In the State field enter CA.

11. Inthe Zip field, enter 94112.

Notice that the address you entered appears automatically in the
Address Text field.

Notice that the Default Shipping address and Default Billing address
boxes are checked. This address will be used by default when Wolfe bills
or ships to Helton’s Office Supply.

12. Click Add/Edit.
13. Click Save.

Now, you can enter transactions for this lead.
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Preparing an Estimate

Getting to Know NetSuite

Helton's Office Supply asks that you prepare an estimate for four new laser
printersfor their office.

You can prepare an estimate with the Sales Person role.

To prepare an estimate for thislead:

1.

6.

On the lead record, in the upper right corner of the page, click Estimate.
The Estimate page opens.

Notice that the Date field shows today’s date. The next available
estimate number is also assigned.

In the Customer:Job field, Helton’s Office Supply is automatically
selected.

Check the Taxable box.

You have the option to print, e-mail or fax this estimate once you submit
it. The lead’s e-mail address appears in the field beside the To Be E-
mailed check box. For the purposes of this exercise, leave all these
check boxes unmarked.

The Bill To field shows the lead’s address. The Tax field automatically
reflects the tax rate appropriate for the lead’s address.

In the Item column, select Peripherals:ManuScript 1000 Laser Printer.

Notice that information for this item appears in the Quantity, Description,
Rate, and Amount columns.

In the Quantity column, enter 4.

Click Add.

The item is added to the list at the bottom of the estimate.
Click Save.

To view this estimate, click the Leads tab and click the List link next to
Prepare Estimates. Click the estimate number you just created for Helton's
Office Supply.
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Creating a Sales Order From an Estimate

Getting to Know NetSuite

After seeing the estimate you prepared, the office manager at Helton’s Office
Supply decides to purchase the printers.

You can create a sales order from an estimate with the Sales Person role.

To create asalesorder from an estimate:
1. Click the Leads tab.

2. Onthe Leads page, under the Transactions heading, click the List link
next to Prepare Estimates.

3. Inthe Number column, click the number of the estimate you created for
Helton’s Office Supply.

The Estimate page opens.

4. Click Sales Order in the middle of the page.
The Sales Order page appears.
The information that appeared on the estimate is automatically filled in
on the sales order.
In the Custom Form field, make sure that Standard Sales Order -
Invoice is selected.

5. Click Save.
Change Role | Sign Out | Help | Search
m (LYTTH prospects | Customers | Forecast | Reports | Support
Leads > ‘Walfe Electronics - R Waolfe (Sales Parson)
Estimate Processed nEind nist o GoTo Reaister N History (QFrev (Dihext
Status Proposal Probability S0
Custorner:Job Helton's Office Supply TaxableYes
Department Class Location
To Be PrintedNo  To Be E-mailedNo  helton@hos.com To Be FaxedNo Memo
Bill To Helton's Office Supply Date 7/18f2002
123 Majestic Avenue
San Francisco CA 94112
United States Map Estimate # 1
7/18/2002
Promaotion Code Discount Rate Discount Total
Tax CA-SAN FRANCISCO Tax % 8.5 Tax Total 122,39
Customner Message Total 1562.23
Print | E-Mail | Fax [ Create Sales Order ] Create Cash Sale Edit
Item Quantity Description Price Level Rate Amount Tax Dptions
Peripherals | ManuScript 1000 Laser ManuScript 1000 Laser Printer - 1200 Corporate Discount  scq oc 1430 84 ves
Printer dpi b Price i ¥
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Approving a Sales Order

Wolfe Electronics set the default status of sales orders to Pending Approval
at Setup > Set Up Accounting. This means that sal es managers must approve
all sales orders entered by sales reps.

Change your role to Sales Manager.

To approvea salesorder:
1. Click the Prospects tab.

2. On the Prospects page, under the Transactions heading, click Approve
Sales Orders.

The Approve Sales Order page opens.

3. Inthe Approve column, check the box next to the sales order for Helton’s
Office Supply.

4. Click Save.

Fulfilling a Sales Order

Getting to Know NetSuite

After asales order is approved, Wolfe Electronics’ warehouse manager
checksinventory and fulfills the order.

Change your role to Warehouse Manager.

To fulfill a salesorder:
1. Click the Shipping tab.

2. On the Shipping page, under the Shipping heading, click Fulfill Sales
Order.

The Fulfill Sales Order page appears.
3. Inthe Customer field, select Helton’s Office Supply.

The sales order appears in the list.
4. In the Fulfill column, check the box beside the sales order.
5. Click Save.

The Item Fulfillment page opens.

6. Click Save.
Change Role | Sign Out | Help Search

il
Di Wolfe Electronics - R Wolfe (Warehouse Manager)
Fulfill Sales Order n Add To Shortcuts

Customner Heltan's Office Supply [5]
Fulfill| Date « |order # jEesim R la D Sl |Mema fiinriEotal
W 8//z002 2 Helton's Office Supply 1584.90
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Billing a Sales Order

After the sales order isfulfilled, you can bill Helton's Office Supply.

Wolfe Electronics’ bookkeepers maintain accounts receivable and accounts
payable.

Change your role to Bookkeeper.

To bill asalesorder:
1. Click the Customers tab.

2. Onthe Customers page, under the Sales heading, click Bill Sales
Orders.

The Bill Sales Order page opens.
3. Inthe Customer field, select Helton’s Office Supply.
4. Inthe Invoice column, check the box next to the sales order.
5. Click Save.

The Invoice page opens. Helton’s Office Supply’s information is
automatically filled in on the form.

6. Click Save.

You can choose to e-mail, fax or print an invoice by checking one of those
boxes on the invoice and then submitting it.

Accepting Customer Payments

Now that the sales order has been billed, Wolfe Electronics can accept
Helton’s payment on this open invoice.

You can accept payments with the Bookkeeper role.

To accept customer payments:
1. Click the Customers tab.

2. Onthe Customers page, under the Accounts Receivable heading, click
Accept Customer Payments.

The Payment page opens.
3. Inthe Customer:Job field, select Helton’s Office Supply.
The Invoice appears in the list at the bottom of the screen.
4. Inthe Payment Amount field, enter 1000.
5. Inthe Payment Method field, select Check.

Payments by cash and check are considered undeposited funds. Once
you deposit the check in an account, you can submit the deposit at
Financial > Make Deposits.

6. Inthe Check # field, enter 30303.
7. Inthe Apply column, check the box next to the invoice.
8. Click Save.

Helton's Office Supply’s payment now appears on Wolfe Electronics' A/R
Register.
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Generating Sales Reports

Getting to Know NetSuite

There are avariety of salesreports you can use to track your business's
success. Wolfe's Bookkeeper takes alook at the A/R Register report to see
the impact of the sale.

You can view the A/R Register report with the Bookkeeper role.

Toview the A/R Register report:

1.
2.

5.

Click the Reports tab.

On the Reports page, under the Customers/Receivables heading, click
A/R Register.

The A/R Register report is generated.

Notice the sale to Helton’s Office Supply and the payment of $1000.
Click the date beside Helton's payment.

The Accept Customer Payments page appears.

Notice the Current Balance reflects the payment.

Other roles give access to other sales reports. For example, Wolfe
Electronics CEO wants to see a detailed sales report for Helton's Office

Supply.

Change your role to CEO.

Toview a detailed salesreport by customer:

1. Click the Reports tab.

2. Onthe Reports tab, under the Sales heading, click Sales by Customer
Detail.
The Sales Detail by Customer report is generated.

3. Scroll down to Helton’s Office Supply.

45



Paying Bills

Test Driving Wolfe Electronics

NetSuite offers al the tools your A/P department needs to manage your
company’s purchases.

Entering a Bill

Getting to Know NetSuite

To effectively process billsin NetSuite, enter billswhen they arrive. When a

bill is due, you pay the bill in the system and a check is printed with
information about the vendor automatically filled in on the check.

Wolfe Electronics receives a $500 bill for the printing of itsfal catalog.
Change your role to Bookkeeper.

To enter abill:

1. Click the Vendors tab.

2. Onthe Vendors page, under the Purchases heading, click Enter Bills.
The Bill page opens.

3. Inthe Vendor field, select Torrance Printing, Inc.

Torrance Printing’s terms for Wolfe Electronics appear in the Terms field.

You aren’t certain what to enter in the Reference Number field.
4. Click the words Reference No.

Field help pops up explaining how the reference number is used and
provides an example of what you might enter.

5. Inthe Reference No. field, enter 3021 for the vendor’s invoice number.

6. Inthe Memo field at the top of the page, enter Fall Catalog. This
appears on the memo line of the check you print for this bill.

7. Onthe Expenses subtab, in the Account field, select Advertising.
8. Under the Expenses subtab, in the Amount column, enter 500.
9. Inthe Memo field, enter Fall catalog.
This memo appears on this transaction only.
10. Click Add.

The Amount field in the upper part of the page is updated with the bill’'s

total.
11. Click Save.

This bill impacts Wolfe's advertising account once the bill is paid.

You can aways click List next to atransaction link to see alist of
transactions your company has entered. To see the bill you entered for
Torrance Printing click List next to Enter Bills.
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Paying a Bill

Getting to Know NetSuite

Test Driving Wolfe Electronics

When this bill is due, Wolfe Electronics' bookkeeper paysit.

To pay a bill:

1. Click the Vendors tab

2. Onthe Vendors page, under the Accounts Payable heading, click Pay
Bills.
The Bill Payments page opens. All the unpaid bills that have been
entered are listed.

Change Role | Sign Out | Help Search
[Home | customers [T payrol and R | Financisl | Reports | Suppart |
Vendors > walfe ics - R Walfe (Book) |
Bill Payments Afind nlist - GoToReqister nAdd To Shortcuts
Date|g/27/2002 =
Armount. 358.00
Posting Period|Sep 2002 [F]  Account[1000 Checking [ ealance '5672,56) To Be Printed [~
Show bills after [~ B

Reset | Mark All Unmark All

Pay |Date Type |¥endor Ref Currency |Exchange Original  Amount|Disc. |msc. Disc. Payment
Due ¢ Mo. Rate Amount. Due | Date Avail. Taken
| 1
ExpenseBrad M
™ a/zs/z002 0 rling 2001 U.S. dollar 1/ 53.65 53.65
O uzwzuozgzg':“ﬂ“nerk Grogan 2002 U.S. dollar 1) 79,84 79.84
T 2ne/zoozeil Ups U.5. dollar 1 344 .28 34425 |
ExpenseBrian K
™ 27262002 000 e 2006 U.S. dollar 1 7718 77.18
4 Pacific Bell
™ 372002 Bill Telephone U.S. dollar 1 121622 1216.22 [
. 310/z0028i Superior ISP U.S. dollar 1 900.00 $00.00 |
Steele &
™ an7/zoozeil Frock Law U.S. dollar i 150.00 150.00 |
Offices
¢ Federal
W 3/17/z0028ill Exnrosc u.5. dollar 1 8,00 8.00 | 8,00
Maxson
IC  s/zz/z00zsill Waste U.S. dollar 1 #0.00 §0.00 [
Management
r a/7/2002 gil Superior ISP U.S. dollar 1 900,00 900.00 [
P amasznozeil B0 Ferd sn07 us, dollar 1 3s000  350.00 [ 350.00
Maxson
I a/19/z00z8il Waste U.S. dollar 1 #0.00 50.00 |
Management
. Arnerican
T s/efzo0z gl Computers U.S. dollar 1 4264 80  4264.80 |

3. Because you want to print a check for this bill, check the To Be Printed
box.

You can print this check after the payment is submitted.
4. Check the box next to the bill for Torrance Printing, Inc.

The total due appears in the payment column for this bill. You can
change this amount if you want to pay only part of the bill at this time.

5. Click Save.

Once the payment has been submitted, it is applied to the associated expense
account. In the case of Torrance Printing, Inc., the payment of $500 is
deducted from Wolfe's advertising account.

Now, Wolfe's bookkeeper can print the check.
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Printing a Check

Getting to Know NetSuite

Once a bill has been paid in NetSuite, Wolfe Electronics' bookkeeper can
print a check to send to the vendor.

You can go to the NEBS Web site at http://www.nebs.com/NASApp/
nebsEcat/products/partners/index.jsp?partnerl D=64244 to purchase
NetSuite checks. You can aso print using QuickBooks® checks. For this
exercise, you will print on regular paper.

To print checks, you heed Adobe® Acrobat® Reader. We recommend that
you use version 5.0. You can download Adobe Acrobat Reader from
Adobe's Web site at:
http://www.adobe.com/products/acrobat/readstep2.html.

To print a check:
1. Click the Vendors tab.

2. Onthe Vendors page, under the Accounts Payable heading, click Print
Checks and Forms.

The Print page opens.
3. On the Print page, click Checks.
The Checks page opens.
4. Inthe Account field, select Checking.

All transactions that have been paid and marked To Be Printed appear in
the list.

5. In the Print column, check the box next to the payment to Torrance
Printing, Inc.

If you pay multiple bills at once, you can print multiple checks at once by
checking the boxes next to those bills.

NetSuite enters the next check number in the First Check Number field.
6. Click Print.

Your check appears in PDF format.
7. Click the Adobe Acrobat Reader Print button.
8. Click OK in the Print window.

Notice the check includes the vendor’s name and address, the memo you
entered and today’s date. Wolfe uses voucher checks, so avoucher is printed
benesth the check.

An administrator can select the company’s check type at Setup > Setup
Company. Under the Printing subtab, in the Default Check Typefield,
choose between voucher and standard checks.
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Using Your Web Site

Wolfe Electronics maintains a Web site that is hosted by NetSuite.

Wolfe's Web siteis created from data stored in Wolfe's NetSuite account.
Wolfe usesits Web site to create new leads, generate sales, and communicate
with existing customers.

Getting Leads Through Your Web Site

Change your role to Web Store Shopper. Wolfe Electronics' Web site opens
in a separate window.

Toregister with Wolfe's Web site:

In the upper right corner of the page, click Register.

In the First Name field, enter Joan.

In the Last Name field, enter Franklin.

In the E-Mail field, enter joan@syndex.com.

In the Password and Re-enter Password fields, enter joan21.
In the Password Hint field, enter Softball jersey.

Click Submit.

In the upper right corner of the page, click Sign Out.

Close the Web site window.

© o N TN RE

NetSuite creates alead record from thisinformation.
To view the lead record, change your role to Sales Manager.

To view thelead record:

1. Click the Leads tab.

2. Onthe Leads page, under the Relationships heading, click Leads.
The leads list appears.

3. At the bottom of the page, in the Assigned field, select Unassigned
Leads.

4. Notice Joan Franklin’s name and e-mail address.
5. Click Joan Franklin (joan@syndex.com).
The lead record opens.

Now Joan Franklin can use this e-mail address and password to log in to
Wolfe Electronics' Web site. Joan can change her password any time she
logsin by clicking the Change E-mail/Password link on the My Account

page.
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Making Sales With Your Web Site

Getting to Know NetSuite

Joan decides to purchase a monitor she found on Wolfe's Web site.
Change your role to Web Store Shopper.

To make a purchase on a Web site:
1. Inthe upper right corner of the page, click Log In.
The Returning Customer Login page opens.
2. Inthe E-Mail Address field, enter joan@syndex.com.
3. Inthe Password field, enter joan21.
Click Save.
Notice “Welcome, Joan Franklin!” in the upper right corner.
5. Click the Catalog tab.
6. Click the Monitors link.
7. Under the Miraview 17” LCD Monitor, click the Add to Shopping Cart link.
8. Click the Checkout tab.
9. Inthe name fields enter Joan Franklin.
10. Enter a shipping address.
11. Check the Use the address also as the billing address box.
12. Click Continue.
The Edit Shipping Information page opens.
13. In the Shipping Method field select UPS.
14. Click Continue.
The Enter Payment Information page opens.
15. In the Card field, select Discover.
16. In the Credit Card # field enter 1111222233334444.
17. In the Expiration Date fields, select a date.
18. Click Continue.
The Order Confirmation page opens.
19. Click Submit Order.
20. Close the Web site window.

After the order is confirmed by Joan, she receives confirmation e-mail. E-
mail is aso sent to Wolfe'sreturn e-mail address.

Now Wolfe Electronics’ sales manager can approve the sales order. Wolfe's
warehouse manager can fulfill and ship it. Also, because Joan has purchased
from Wolfe Electronics, sheis considered a customer. Her record changes
from alead to a customer record.

Change your role to Sales Person.

To view a customer record:

1. Click the Customers tab.

2. Onthe Customers page, under the Relationships heading, click
Customers.

The Customer list appears.
3. Click Joan Franklin (joan@syndex.com).
The customer record opens.
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Test Driving Wolfe Electronics

Customizing Sales Iltems

Wolfe Electronics | ets customers choose the color of the cases of the CD-Rs
and DVD-Rsthey buy.

Thischoiceiscalled an item option. Item options appear on item records and
can be selected on invoices or cash sales. They do not affect accounting,
however.

Creating Custom Lists

Getting to Know NetSuite

First, Wolfe's sales manager needs to create alist of color choicesfor CD
cases. Thislistis called acustom list in NetSuite.

Change your role to Sales Manager.

To create a custom list:

1. Click the Set Up tab.

2. Onthe Setup page, under the Customization heading, click New next to
Lists.

The Custom List page appears.

In the Name field enter CD Case Colors.
In the Value column enter Jewel Tone.
Click Add.

Repeat steps 4 and 5 for Clear and Black.
Click Save.

No ok w

Thisisthe list of colorsyour customer can choose from when ordering
storage media.

Sign Out | Help _Search
| Home | Transactions | Lists | Reports LTI support
Setup > Custom Lists Wolfe Electronics - R Wolfe (Administrator)

Custom List
Name CD Case Colors List is Inactive [~
List is Ordered [

Save Save & New Reset

#  Value

1 Jewel Tone

2 Clear
Black

Add | | Insert Remove Cancel
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Creating Item Options

Getting to Know NetSuite

Now, the sales manager creates the Item Option.

To create an item option:
1. Click the Setup tab.

2. Onthe Setup page, under the Customization heading, click New next to
Transaction Item Options.

The Item Option page opens.
3. Inthe Description field, enter Case Color.

This is the name of the field that appears on a sale involving storage
media.

4. Inthe Type field, select List/Record.
5. Inthe List/Record field, select CD Case Colors.
This is the name of the custom list you created.
6. Under the Applies To subtab, check Purchase, Sale and Store boxes.

This makes the color options available when Wolfe Electronics
purchases or sells storage media.

7. Inthe ltems field, scroll down to Storage Media.

8. Hold down the CTRL key and select Storage Media: CD-R and Storage
Media: DVD-R.

9. Click the Validation subtab.

10. Check the Mandatory box.

11. In the Default Selection field, select Clear.
Clear is automatically selected on Transactions.

12. Click Save.
Change Role | Sign Out | Help Search
[ Hioma:| Transactions | tists i
Setup > Jtem Options Walfe Electronics R Wolfe {Administrator)
Item Option @erev (Bllest
Description G0 Case Calors Display Type Normal =]
Type List/Record = Display only [~
List/Record |CD Case Colors E Display Width Height
Source List =
Source From = Help

Insert Before CD Case Calors  [¥]

Save Save & New Reset | Delete

applies To | [EITENLE
Purchase [# Al Teerns [
SIS TS IR U s
Sale Setup and Training on-site =
Store 7 Storage Medis

Iterns

"
Vok 500 Cellular Phone -
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Now, whenever a customer orders CD-Rs or DV D-Rs, they can choose a
color for the case.

Change your role to Sales Person.

To enter asalesorder:
1. Click the Customers tab.

2. Onthe Customers page, under the Transactions heading, click Enter
Sales Orders.

3. The Sales Order page opens.
4. Inthe Customer:Job field, select Amy Boughton.
5. Inthe Item column, select Storage Media: CD-R.
6. Inthe Quantity column, enter 30.
7. Click the Set link next to the Options field.
The Set Options window pops up.
8. Inthe Case Color field, select Jewel tone.
9. Click Submit.
10. Click Add
11. Click Save.

Charge Role | Sian Qut | Heln Search |
| Home WES'PH Prospects | Customers | Forecast | Reports | Suppart
b > Wolfe Electronics - R Waolfe  (Sales Person)
Sales Order abnd AL 950 ToBegister 2 Add To Shorteuts (Deeey Dtisst
Custoem Foem|Standard Sabes Order - [nvoice [E] Detaui staus[Pending Appraval [5]
Customer:Job|amy Boughton [l Taxable [T currency[Us. doiar
Department | = [ voeaton|Location 1 [5]
To Be Printed [C  To Be E-mailed [ |boughton751@mail.corl To Be Faxed [ Mema Exchange Rate
B4l To Select [Bdlling Address  [5] She To Select [Shipping Address [3]
Bdl To Ay Boughton Ship To Amy Baughton Date 102002
1438 Main 1428 Main
Apt 113 Apt 113
Seattie Wi 59106 Seattie WA 106 Sales Order # |5
Hap Hap
[ ] = [ = 10/4/2002 [
il
Promation Cods [Eoiscount| [Erate Discount Total
Tax Erex = Tax Tatal
Shipping cost
Customer Message = Total .00
Save Save & New Auta Fill Print | | Reset Clear Splits.
# ttem Quantity  Description Price Level Unit Price  Amount  Tax
1 Storage Media : CO-R 30 80 menute 700 MB CD-R__ Base Price 130 3900 Yes €O Case Colors: Jewel Tona
= [ H (x|
Add) [Tnsert | [ Remaw v | cancel

These sample exercises give you a glimpse of how NetSuite can change the
way you do business. Nowhere else can you get single Web-based solution
for al your business needs.
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Appendix

Using Adobe Acrobat Reader®

Getting to Know NetSuite

The image and the information below was created based on Adobe Acrobat
Reader 5. You can download the |atest version of Acrobat Reader at http://
www.adobe.com/products/acrobat/readstep2.html.

ABC D E =

#-{ ] Systern Requirernents
“{ ] Loading Sample Data
{1 Chapter 2 Getling to Know Orac
{7 1n This Chapter
#-{ ] Page Tabs
] Breaderumbs
=) Muttiple Windows
=-{ ] Special Data Fields
#i-{ ] Getling Help
{1 Chapter 3 Working with Sample
] in This Chapter
@#-{ ] Entering Transactions
- ] Practicing Transactions
{1 Chapter 4 Working with Your Ow
+{JIn This Chapter
'] Deleting Sample Data
@-{ ] Tuming on Features
#-{ ] Setting Accounting Preferens
[ ] Renaming Records
Faning Oracle Small Busing

Customize Your Cent

w#-{ ] Entering Your Records

] Importing Data fram QuickB:

-4 Irlnponlnn Data from Oulcmkﬂ |
»

Save (A) — Click this button to save a copy of this guide on your hard drive.
Thisguidewill be updated with each release so you may not always havethe
most recent version saved on your hard drive.

Printing (B) — Click this button to print the Getting Started Guide.

Show / Hide Navigation Pane (C) — Click this button to show or hide the
navigation pane on the right side of your screen. You can click on a pagetitle
in the navigation pane to jump to that page.

Zooming (D) — You can use the zoom tool at the top of the page, or you can
select azoom size from the drop down menu at the bottom of the page.

Navigation (E) — You can use the navigation arrows at the top of the page to
view thefirst page of the guide, the previous page, the next page and the last
page of the guide.

Find (F) — You can click the binoculars at the top of the page to search the
Getting Started Guide. Type aword in the Find What field, click the find
button and you will be taken to the page where your search term was found.
During a search, the Find Next button is added to the toolbar to let you find
the next page where your search term appears.

Bookmarks (G) — You can click a heading listed on the Bookmarks tab to
jump to the page where that heading exist. If you can't view the bookmarks,
click the Show/Hide Navigation button at the top of the page.
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Getting Help

Type
Field Level

What Is...

How Do I...

Glossary

Index

Tips

Search

Appendix

You can access severa different types of help in NetSuite. The table below
provides descriptions of the help available and exampl es describing how and

where to access it.

Description

Help that answers these questions:

e “What doesthisfield do?’

- “How can | makeit work for me?’

e “What must | set up to makethisfield
work correctly?’

Help topics that describe the transaction,
report or list page you are working on

Help topics that provided step-by-step
instructions on how to perform tasks

Contains definitions of terms specific to
NetSuite

Lists all What Is and How Do | files
organized by keywords

Documents describing faster and easier
ways to use Oracle Small Business
features

Searches the help index to find all files
containing the term you enter

Getting to Know NetSuite

Example

Go to Setup > Enable Features > Accounting
subtab. Click the field name “Use Accounting
Periods”.

A popup window appears giving you help specific to
the Use Accounting Periods field.

Click Setup > Enable Features. Click the Help link in
the top right corner of the page.

A popup help window appears. A file entitled “What
is Enabling Features” is shown.

Click Setup > Enable Features. Click the Help link in
the top right corner of the page.

A popup help window appears. Click the “How Do I”
tab. A file entitled “How Do | Enable Features” is
shown.

Click Support > Help. On the Help page, click the
Glossary subtab.

Type “tax item” into the keyword field. The page
which contains the definition of tax item appears
automatically.

Click Help in the top right corner of the page or click
Support > Help > Index.

Type “calendar” into the keyword field. The index will
jump to listings for the keyword “calendar”.

Click Support > Help. Click the Tips subtab. Click the
name of the tip you want to see.

Click -View full details- in the Tip of the Week portlet
on your Home tab.

Click Support > Help. Click the Search subtab.

Enter the term W-2 in the search field and click Go.
A list of topics related to Form W-2 appears.

56



Type
Customer Care

Certified
Consultants

Description

Support options available to users with
access to the support tab

Certified Consultants can assist you with
implementation and any customization
needs

Getting to Know NetSuite

Appendix

Example

Click the Support tab. The Support tab provides
access to Getting Started Guides, Tutorials, Help,
Release Notes, User Groups, Certified Consultants,
Customer Service options and Feedback options.

Search our database for a certified consultant
located in your area. Search our database of
approximately 1,000 Certified Consultants located
throughout the country by geography or by area of
specialization.
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access 10
customer 15
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granting 13
partner 15
vendor 15
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Adobe Acrobat 54

B
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C
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employee 15
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creating 37
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Customer Relationship Management

(CRM)
definition 28
setting up 29
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E
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Enable Features page 27

F
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G
glossary 17
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help 16, 55
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layout 10

N
navigating 11

P

portlet icons 21

portlets 11
appearance 37
customizing 21
definition 20
icons 21

R

records
searching for 31

reminders
definition 20
setting up 25

reports
customizing 33
e-mailing 33
exporting 33
generating 33

roles
administrator 14
assigning 14
center roles 15
customizing 14
managing 13
standard 14

S
Search
portlet 20
searching
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transactions 32
Setup page 27
shortcuts
definition 11, 20
setting up 11
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custom 23
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setting up 22
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setting up 29
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