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Grid Control 
 

 

Grid displays a list of data items in a tabular format and provides the following features; 
 

 

1. Grouping 

2. Filtering 

3. Searching 
 

 

Grouping 
 

 

Note: Data in the grid for Daily Orders sort by the Form ID and the Delivery Date. For the Customized 

Orders the sequence of sorting is Order Number, Delivery Date and the Customer Order Number. 



 

 
 

 
 

Data in the grid can be grouped by any data field; for example Orders could be grouped by Form by 

dragging the Form column into the top area of the grid as shown in the figure 2. 



 

 
 

 
 

Filtering 
 

 

Data could be filtered by the by selecting the down arrow at the right hand side of the data 

column. Filters are enabled only for the selected columns. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Searching 
 

 

Data could be searched by the by entering a text. Search facility is enabled for the selected columns only. 

For example form can be searched using the name of the form name by entering its name. 



 

 
 

Profile 
 

Edit Profile 
 

Edit Login Password 
 

To edit logon password: 
 

 

1. On the Profile menu, click Edit Profile. 

 

2. Select Change Password option. 

3. Enter the Old Password. 

4. Enter the New Password. 

5. Enter the new password again to confirm the new password. 

6. If you want to change only the email, check 'Change email only' option. 

7. After clicking the Save button, email notification will send automatically. 
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Reset Password 
 

 

1. On the Profile menu, click Edit Profile. 
 

2. Select Reset Password option. 
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3. Click on Reset Password. 

4. Confirm the password  to reset. 
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Notifications 
 

 

To view notifications: 
 

 

1. On the Profile menu, click Notifications. 

 
2. This displays the list of notifications. 

3. Click on the Detail button to view the corresponding notification. 
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Order Management 
You need to logon to the system as Operation User or Franchisee User. 

 

Customize Orders 
 

 
Place Customize Orders 

To place a Customize order: 
 

1. On the Order menu, click Customize Order. 

 
2. Select the Order Form and the Option Code 

 
 

 
                     2    

 
 
 
 
 
 

3. Fill Customer Information such as Customer Order No, Customer Name, Contact No and Collection Date, Time. 

Note: Consider the * Mandatory fields 
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4. Fill order information such as Delivery date, Trip, Design code and Quantity. Relevant line item 

price will calculate against the quantity according to the unit price shown below. 
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5. Change/  Add  attributes  like  Change  Cream  Base  Fresh  Cream  to  Butter,  Fillings,  shape...etc  

by selecting. Additional charges for changing attributes will apply as shown next to the drop down list. 

6. To add a 'Message on Cake’, choose the corresponding Category, Language and Wording. If the 

Language is non-English, the English meaning of the wording will display in the English Wording text box. 

 
Note: Can edit the 'Message on Cake' without exceeding the maximum number of 

characters. (Maximum number of characters is shown next to the wording text box) 
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7. Click Add button to add the item to the grid (Maximum 2 items can be added per one order form) 

8. Can edit the Order details by clicking the Edit button and, remove unwanted items by clicking Delete button 

 

 

 

 

 

 

 

 

9. To view the item price break down, click the button under the Price Breakdown column. 
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10. To enable IOCC option, tick the IOCC check box and select Collection Location and Address. 
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Note: IOCC applicable only for the products in 1 – 3 kg range. 
11. To see the total price break down of the order, click the' Breakdown' button.  
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12. Fill Surcharge, Discount, Total, Total, Balance values and Order Taken By field with relevant 

information. These field are enable after add one or two item to grid. Order Taken By is mandatory 

field and others are optional manual data enter fields. Order date is auto filled field and user cannot 

change it. 
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13. Order details can view by using "Preview All" & "Preview Customer" 

 

14. Click Save button to save the customize order. 
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Edit Customize Order 

 

 

This page allows you to edit Customize orders, which have not been processed 

yet. To edit a Customize order: 
 

 

1. On the Order menu, click Edit Customize Order. 

2. Search the order by providing either Order date or Delivery date. 

3. Click the Submit button. 

4. Click the Edit button.  (By clicking each Detail button of the relevant order, can view the order 

information before edit the order.) 

5. Order details can view by using "Preview All" & "Preview Customer" 

6. Edit the order details and click the Save button. 
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Note: - A user can view the order details by click on the (+) mark. 

 

Cancel Customize Order 
 

 

To cancel a customize order: 
 

 

1. On the Order menu, click Cancel Customize Order. 
 

2. Search for the order by providing either Order date or Delivery date. 

3. Click the Submit button. 
4. Click the Delete button for the order to be cancelled and confirm the delete message. 
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Note: - A user can view the order details by click on the (+) mark. 
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View Customize Orders 
 

 

This feature allows you to search through the order history. 

To view customize orders: 
 

 

1. On the Order menu, click View Customize Order. 
 

2. Search for the order by providing either Order date or Delivery date. 

3. Click the Submit button 

4.  By clicking Preview Button, can preview an order  

5.  By clicking the Print Button, can print the order placed by the customer. 
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6. Price Breakdown button in the grid shows the total price breakdown. 

 

7. Line Price Breakdown button shows the line item price breakdown (Click on the + icon to go to the 
line items) 
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