InetPro Users Manual

InetPro is an online tool designed to give you asde information about your account
when it is convenient for you. The account cambteessed via the Contractor Login link
atwww.belletetes.com

Here is the screen you will see when you firsthagi InetPro. | will walk you through
each of the items.
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Account

Select an option below.

Account Information

Account Status - Totals and Balances for your account.
Account Statements - Current or previous month's statement information
Account Detail - Transaction detail history for your account

Ordering Information

Order Status - Current open orders for your account.
Quotes - Current open quotes for your account
Saved Carts - Cants/ltem lists saved in previous visits to this site

Customer Sales - Periodic sales information for your account,
Transaction Details - Transaction reports sorted by job andlor item
Sales by Product Group - Sales reports by product group andior item

Clicking on “Account Information” at the top of thpage will always return you to this
screen. Clicking on “My Account” will take you Bscreen where you can change your
password as well as request to receive daily oklyesnails of your new invoices and
credits.

I will walk you briefly through each of the screeamgilable to you.



Account Status:
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Account Status

Job: (B3650) 112 MICHIGAN RD ~

View the account status below. To view other or all jobs, select a job from the menu
above.

m

Job Information

Bill to: Salesperson: HOUSE
LIONEL R BERGERON JR (B3650) Ship to:
112 MICHIGAN RD

JAFFREY, NH 03452 .

Last Payment Amount: $41.39 Last Payment Date: 04/23/2009
Total Balance: $101.02 Credit Status: Check Credit Limit |
Last Sale Amount: $0.00 Last Sale Date: 05/07/2009

YTD Sales: $331.22 | 4
Future Current 30 Days 50 Days 90 Days 90+ Days Unapp Cashj
$69.56 $31.46 $0.00 $0.00 $0.00 $0.00 $0.00

This screen offers you a quick snap shot of youoast. In the upper left of your screen,
you will see a drop down menu labeled “Job”. ltyare utilizing our Job and Site
accounts, you can use this drop down menu to $eeriation about a specific job. Click
on the arrow and then click on the specific job y@nt this information for. This is true
anywhere you see this drop down menu. If you metehosen a specific Job, the
information will be for all Jobs.



Account Statements:

This screen allows you to download a PDF of yoateshents for the selected date range.
Enter the From and To dates in the following fornmatn/dd/yyy, and hit the enter key or
click on refresh. You will then click on the caraéid” link and the pdf will open. You
can then print the document or save it to your fhiinee. Once you are done, hit the back
arrow at the top of your browser to return to tta#esment page.



Account Detail:

This screen will show you a list of all transacsdor your account for the given time
frame. If you have Microsoft excel, you can dovaddhis information by clicking on

the download button at the bottom of the screeau ¥an also download it into
QuickBooks format by clicking on that checkbox. &stecting the check box to the right
of the transactions, you can download a PDF obu#bttransactions at one time. You
can also click on a transaction number to seeiieatem detail for that transaction. You
will again see thed icon which you can click on to get a PDF of thagafic

transaction. Clicking on the “Payable Only” chdxdk will show you only items with a
balance due.



Order Status:

This screen will show you a list of orders thatééeen created but not yet invoiced.

Quotes:

This screen will show you a list of all active geetor your account. You can click on
the transaction number to see the quote detail.dd\Mgot store images of quotes, so
clicking on thedilicon will not retrieve an image. If you have Exagu can click on the
“Download transaction detail” link at the bottomtbg screen to load the information
into a spreadsheet.

Saved Carts:

We are not currently using this feature.



Customer Sales:

This gives you a snap shot of month to date andtpedate sales dollars.

Transaction Details:

This gives you a list of transactions for a spedaifate range. If you click on the
“Downloadable format?” checkbox and hit refreshy yall se a “Download Report” link
at the bottom of the screen. This will allow youdownload the information into an
Excel spreadsheet. Clicking on the transactionberwill bring up the line item detail
and thed link.



Sales By Product group:

This screen allows you to view sales informationd@pecific time frame by product
group and item. Product group would equate todepartments, such as dimensional
lumber, panels, etc. There is a Downloadable Foameack box on this screen also.

You can direct any specific questionsatergeron@belletetes.corRlease include your
name, phone number, and email address.




