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Using XL Gizmos Market Pro Jr.

An Administrator’s Guide

What is Market Pro Jr.?

Written entirely in Microsoft Excel 97, Market Pro Jr. is a compact, user-friendly sales configurator designed for small businesses.  The smaller sibling to Market Pro, Market Pro Jr. gives you the same great user interface and all of the product pricing capabilities, including the ability to determine volume pricing discounts and dated sales.  Changes can be made right in Market Pro, and the resulting file is so small you can e-mail the new program directly to your sales force.  Since Market Pro's interface resembles a standard sales order your salespeople will be writing signature-ready orders the first day.  And the results?  Perfectly executed pricing, automatically calculated freight charges, even an ETA for your order, all displayed on a high-quality, customizable sales order you'll be proud to show your customers.

You'll be amazed at how much more control you have over your business once you unleash the power of Market Pro Jr.!

What Market Pro Jr. Is Not

Market Pro Jr. is not an accounting or inventory management system.  If your company does not already have an accounting and inventory management system, many are available from a wide variety of vendors and it is highly advisable that you purchase one.

Getting Started

When you first open Market Pro Jr. it is populated with information from a fictitious company, Wildrose Fishing Gear, Inc.  To learn more about the many features of Market Pro Jr. you should complete the short tour described in this guide using Wildrose’s test data.  (Tip: if you print out this documentation you won’t have to switch back and forth between screens).

Step 1: Install Market Pro Jr. On Your System

Installation of Market Pro Jr. is simple.  Place the MPJ.Zip file in a separate folder and unzip all the files as normal.  Now open the MS Excel workbook and note the Registration Code, which is displayed on the pop-up dialogue box that greets you on the Sales Builder page.  The Registration Code is also visible at the bottom of the Sales Builder page.  Once you have the Registration Code, save your freight calculator to any file you want, including your Template file, and make a shortcut to the program on your desktop.  The installation of the trial package is now complete.  To convert the trial package into the complete program, simply obtain the Key Code from XL Gizmos or one of its agents and input it into the pop-up box that greets you when you first open the program.  Once the Key Code is entered the pop-up box will no longer appear and Market Pro Jr. will function normally.

Important Note:  It is essential that you open your program before making archive copies of it.   Opening the program stamps it with its own unique Registration Code, which you will need when purchasing your Key Code.  Copies of the opened file will all have the same Registration Code and will be unlocked by the same Key Code. 
Step 2: Open Market Pro Jr.
Click on the icon.  If you have Excel 97 installed on your computer a workbook entitled XL Magic.xls will be opened.  Each time you open this file a dialogue box will pop up and ask for your password.  If you have purchased this software, type your password into the text box provided and press the Start button.  If you are taking advantage of our 30-day trial, leave the text box blank and press Start.

Step 3: Select the worksheet entitled Sales Builder

The Sales Builder worksheet is where you’ll build your sales.  It’s also what you’ll be printing out for your customer so it’s important that your inputs on this screen be accurate.

Step 4: Press the gray button at the top of your screen labeled Clear

This button will erase any incidental entries you might have made and position your cursor in the yellow box at the top right labeled Order #.

Step 5: In the yellow box labeled Order # type in an order number

A good order-numbering scheme is to start with the last four digits of your social security number followed by today’s date and a final digit or two to indicate how many orders you’ve written today.  The result might look like this: 9006-010198-2 (for the second order written by someone with 9006 as the last four digits of his/her social security number, on January 1, 1998).

Step 6: Click inside the drop down box beneath the Bill To header

If you knew the customer number you wanted to bill this sale to you could simply type it in.  Since you don’t know it, click once on the down arrow.  A small drop down window will appear with the name of several companies in it.  Select Wankforth Sons and use the mouse to move to the Ship To box.  Click on the down arrow and select Wankforth Sons.

Step 7: Click inside the first window beneath the Product ID Number header

Since you don’t know which Product ID Number you want to sell, click once on the down arrow and select Doohicky.  Notice that the correct Product ID Number appears in the drop down box and the name “Doohicky” followed by a longer description appears in the boxes to the right.  Notice also that the Retail Price, Discount, and Sale Price are also populated.  The Ext. Price--or extended price--is still blank because that number is calculated by multiplying the Sale Price times the quantity being purchased and we haven’t yet input a quantity.  Go ahead and type in 20 under Quantity and the extended price should now be $31.60.  Notice also that the discount has changed.  Where before it read “0.1 PT Std” it now reads “.21 PT Volume.”  

While these references might at fist appear cryptic, they are actually telling you something very important about your order.  The first reference, “0.1 PT Std,” tells you that the largest discount available to this customer, for this order, is a 10% special sale discount that is associated with their Product Type.  Market Pro Jr. allows you to group your products into as many as ten different classifications, called Product Types.  Each Product type can have its own profile, including the amount of discount applied during periods of a special sale.  The letters “PT” stand for Product Type, and the word “Std” tells you that this discount is the standard discount and will not expire.

The “.21 PT Volume” reference tells you that when you increased the quantity of the order to 20 Doohickies, your customer became eligible for a 21% discount based on the Product Type and the quantity of items being sold.

Step 8: Scroll down to the bottom of the Sales Order form

You should see four boxes with spaces for signatures.  Just above these four boxes is where you’ll input the information about your delivery charges.

Step 9: Click on the right arrow next to the words Shipment is Via to select “Surface”

You should now see that in the space below, next to the Ship To selector, the words "Same City" have appeared.

Step10: Click on the right arrow next to the words Ship To to select “Export”

Your delivery charge should now be $96.80, which reflects a shipment of 40 lbs. charged at $2 lb. With a 21% uplift.  (The uplift percent is visible on the Control Panel and the rates are visible on the Rates page.)

 Step 11: Click on the right arrow next to the words Type of Payment to select “Invoice”

This selection does not affect any of the calculations in Market Pro.  However, by making a selection here you can keep an accurate record of the transaction.

Step 14: Left Click on the gray button at the top of your screen marked Print

If you look along the top of the form you should see two gray buttons.  The first button prints the order, while the second button clears the entire order.

Congratulations!  You have now completed your first Sales Order using Market Pro Jr..  Your discounts are perfectly applied, you have calculated the freight, and you have generated an accurate record of the transaction that is ready to be signed by the customer.

Depending on your company’s policies, you might want to print out a second copy of the completed Sale Order and fax it back to your home office.  Alternatively, Market Pro is small enough to e-mail.

Market Pro Jr.'s built-in freight calculator has  more options than have been covered in this short exercise.  Before moving on to the next section you might want to spend a few moments clicking through the available options to familiarize yourself with their operation.  A complete discussion of these options and how freight is calculated in Market Pro Jr. is available in the following section, “Understanding Freight”.

Understanding Freight

In Market Pro Jr. you calculate freight charges by inputting the proper information on the Sales 

Builder page.  All the required inputs are made on this page, including the customer and product information explained in the preceding sections.  After selecting which products you are selling you need to choose how your order is going to be shipped.  This is done at the bottom of the page, just above the signature boxes.

You operate Market Pro Jr.’s spinner bars by mouse-clicking on either side of the bar.  Keep clicking until the correct selection appears in the space next to the spinner bar.

Once you have made a selection with a spinner bar you will sometimes notice that other selections are dimmed or become darkened.  For example, if you select No Delivery as your shipment method (see “Shipment is via” below) the selections next to the other spinner bars become dimmed.  This means they are not appropriate for the type of delivery you have selected (No Delivery).  If you select Local Courier as your shipment method many of the other selections will become darkened.  When a selection is darkened the user is expected to make an appropriate input using the spinner bar directly to its left.

Shipment Is Via

This spinner bar selects the method of shipment.  The four choices possible are No Delivery, Local Courier, Surface, and Air.  The Local Courier selection is typically used for rush deliveries within the same city and might not be appropriate for all users.

The Ship To Is

This spinner bar has two possible settings depending on which selection you made with the “Shipment is via” spinner bar.  

If you have selected Local Courier as your shipping method you have a choice of four zones, each of which can calculate a different rate.  (For a complete discussion of zones and the Rates page, please see the Understanding The Rates Page section below).  

If you have selected either Surface or Air as your shipping method you should now see that you have four choices in the “Ship To Is” section: Same City, Same State, Same Country, and Export.   Each of these selections will trigger a different rate, with rates typically being higher as you progress from Same City to Export.

Note: You cannot ship Air Same City.

Administrator’s Guidelines

Market Pro Jr. is as easy to maintain as it is to use.  There are separate tables for freight rates, customers, and products.  However, after set-up most Administrators will find that these tables require very little maintenance.  Pricing strategies, including special sales, can be controlled quickly and effectively in the Control Panel through the use of special profiles called Product Types.  The two sections below guide you through the process of setting up Market Pro Jr. and explain how the program can be easily and effectively maintained.

Setting Up Market Pro

Step 1: The Control Panel

In the Control Panel, define the Product Types you are going to use.  These “Types” are the profiles that will be applied to all the products you enter into other tables in Market Pro Jr., so it is essential that you set up these profiles before inputting any information into the other areas.  Market Pro Jr. recognizes up to ten Product Types.

The control panel is also where you will input the name and address of your company to be shown on the sales orders you print out for customers, the date on which the current version of Market Pro expires, and the uplift to be added to all freight rates.

For help with any of the tables on the Control Panel,  please see the Understanding The Control Panel section below.

Step 2: The Customer Table

Complete the Customer Table on the Customers Page.

This is the table where you input the customer’s address and other contact information. 

For help with the Customer Table please see the Understanding The Customers Page section below.

Step 3: The Product Table

Complete the Product Table on the Products Page.

This is the table where you input the information about the products you sell, including their price and weight.

For help with the Products Table please see the Understanding The Products Page section below.

Step 4: The Rates Page

The rates page has two tables, one for surface and air shipments and one for local courier shipments.  All uplifts will be applied from the Control Panel and should not be added into the rates input in either of these tables.

For help with either of the tables on the Rates Page please see the Understanding The Rates Page section below.

Step 5: The Test Run

Before distributing a new version of XL Gizmos Market Pro Jr. it is always advisable to key in a few test orders to ensure that the pricing scheme is correctly applied.

Step 6: Hiding Your Work

Once Market Pro Jr. is set up correctly the Administrator will want to hide all the worksheets except the Sales Builder and the Freight Page.  As a further precaution the Administrator should then protect the workbook so that the worksheets cannot be unhidden and tampered with.

For help in hiding and protecting worksheets and workbooks, please consult Excel's online help files or other manuals.

Step 8: Send It Out!

Market Pro Jr. is an Excel workbook and can be e-mailed like any other Excel file.  Alternatively, it can be posted to a web site and used on-line or downloaded.

Maintaining Market Pro Jr.

Market Pro Jr. has a built-in, user-definable Expiration Date that allows the Administrator to determine how long any given pricing scheme will last.  In other words, before you send your latest masterpiece into the world you can determine when it will cease to function, preventing any of your more recalcitrant salespeople from deciding to “hold over” any of the special sales or promotions you have created.  When the Expiration Date nears you simply define a new promotional scheme on the Control Panel, input a new Expiration Date, and send it out to the field.

When new customers, products, or salespeople are added the Administrator will need to input the appropriate information into one of the other tables in Market Pro Jr..  New freight rates are added to one of the two tables on the Rates Page.

As before, all of the Administrator-controlled worksheets should be hidden and the workbook protected before the new version of Market Pro Jr. is distributed to the field.

Understanding The Control Panel

Overview

The Control Panel is where users of Market Pro can effect swift, precise changes to the way Market Pro operates.  Products are assigned to any of ten different Product.  The Control Panel is where the user can define the profiles of these categories.  For example, suppose you create a Product Type called “Low Margin” and assign to it the number 100.  Each time you enter a new product on the Products Page you are given the opportunity to assign to it a Product Number.  In this case you would want to assign 100 to all your low margin products.  If at some point your industry picks up a low-cost competitor that specifically targets these products you can go to the Control Panel and with only a few keystrokes design a new pricing strategy for them.

How Market Pro Jr. Calculates and Displays Discounts

Market Pro Jr. calculates the appropriate discount for every product entered into the Sales Builder page, then applies the highest discount available.  For example, suppose you define a product type as having a special sale discount of 10%.  Suppose also that product is defined as having a discount of 15% for all orders over $500.  As long as the current order is below $500 the special sale discount will be applied.  Once the order tops the $500 price, however, the special sale discount will be replaced by the product’s 15% volume discount.  This flexibility means that you can define numerous discounts without worrying about whether your sales force can keep track of all of them.  Market Pro Jr. automatically applies the greatest applicable discount every time.

Of course there are times when the profiles on the Control Panel simply aren’t flexible enough to meet your needs.  You might want to allow a volume discount for an entire Product Type, except for one product that has recently gone in short supply with your vendors.  Or, during your test run you might find that your maximum discount for a product is being over-ridden by an even higher volume discount for some products.  In instances like these you can go into the Product Table and turn off any discounts you wish, for any products you wish.  Changes at this level over-ride all changes made to the Control Panel, affording you an extra measure of control and safety.

The discount applied to a product is displayed in the Discount column on the Sales Builder page.  First you see the percent of the discount expressed in decimals.  After that comes either “PT,” for Product Type, or “CT,” for Customer Type, depending upon which type of discount is being applied.  (Note: Customer Type not available in Market Pro Jr.)  Finally you see either  “vol,” for volume, “std.,” for standard, or “sale” for special sale.

Product  Type Table

Standard Discount

This is the standard discount applied to a product.  If you increase this discount all customers* will be eligible for the new price, and there will be no beginning or ending date on the new pricing program.

*  Note that all discounts, including the standard discount, can be disabled from the Products page.

Volume Discount

This discount is applied once a minimum number of products are ordered.  You set the minimum quantity required for the discount and the discount to be applied.  If you increase this discount all customers will be eligible for the new price, and there will be no beginning or ending date on the new pricing program.

Special Sale Discount

This discount is applied only on the days you specify.  You select the beginning date and ending date for the sale as well as the discount to be applied.   (Please see the Dates & Uplift Table section below for more on how special sales are applied).

Any of the above discounts can be turned off for a specific product on the Products Page, giving you even more control over your pricing strategy.
Company Information Table

The user inputs the correct company information in this section.  This information will appear at the top of each sales order on the Sales Builder page.  (Note: the user can input into this table any information necessary.  The company name will appear on the Freight page, but other lines appear only on the Sales Builder page and need not follow the suggestions in the first column).

Dates & Uplift Table

Expiration Date

The user inputs the expiration date for the sales tool in this area.  After this date Market Pro Jr. will stop calculating the total prices at the bottom of the order.  This feature allows the user to distribute this sales tool to the field without worrying about outdated prices and discounts being applied.

The Expiration Date is visible at the top right of the Sales Builder page but does not print out on Sales Orders.

Rates Last Updated

The user inputs the last date when the rates were updated. 

The Rates Last Updated date is visible at the top right of the Sales Builder page but does not print out on Sales Orders.

Special Sale Starts

The user inputs the date when special sales are to begin.  This date is effective for all special sales defined on the Control Panel.

Special Sale Ends

The user inputs the date when special sales are to end.  This date is effective for all special sales defined on the Control Panel.

Uplift For Freight Rates

The user inputs the correct uplift to be applied to all freight rates.  This uplift also applies to the $/box and $/destination fees charged for Local Courier deliveries but does not apply to the prices of the products being sold.  When updating rates it is important to remember the uplift on the Control Panel.

Special Sale Starts, Special Sale Ends

Sale dates are set in the Dates & Uplift Table at the top of the Control Panel and apply to  the Product Type table.  Market Pro Jr. automatically calculates the current date and compares it with the dates entered into this section.  If the current date is outside those dates the program will function normally but will not apply special sale discounts on the Sales Builder page.  Other discounts will be applied normally.

Volume Minimum $ 

This column on the Customer Type table is where you enter the minimum dollar amount required for volume pricing.  This dollar amount is applied across all Customer Types, so you enter it only once on the first line of the Customer Type table.  Market Pro then fills that amount in on the other lines and applies it to every order entered on the Sales Builder page.  For example, if you enter into this space the figure $15, Market Pro will automatically calculate volume pricing for any order that totals to $15 or more.  (Note: since Market Pro takes the greatest discount available for each item, in many instances the volume discount will be calculated but will not be displayed on the Sales Builder page).

Understanding the Products Page

The Products page is where you store information about your products in Market Pro.  Many of the inputs you make on this page drive calculations on the Sales Builder page, described in the Getting Started section.

Product Table

Product ID Number: Product Name: Product Description 

These columns are restricted only by the width of the columns.  Information in these columns is displayed on the Sales Builder page but does not drive any of the calculations in Market Pro.

PT Number

This column is where the user identifies the Product Type to which the product belongs.  These numbers are defined by the user on the Control Panel, and many of the calculations in Market Pro depend upon this number.

Product Type

The Product Type is automatically applied once the user selects a PT Number.  If no Product Type appears the user should check the Control Panel to ensure that the PT Number is valid.

Retail Price

The user inputs in this column the Retail Price for each product.

Standard Discount; Volume Discount; Sale Discount 

These columns allow the user to determine whether a particular product will be eligible for these types of discounts.  An input of “1” allows the discount to be applied, while an input of “0” causes the discount not to be applied.  Inputs in these columns over-ride all entries on the Control Panel.

Boxes Per Unit

The user inputs in this column the number of boxes needed to ship an item.  This number then drives the calculation of local freight when either the “# of Boxes” or “Boxes and Destinations” options are chosen.  (For a complete description of these options please see the Local Freight Is By section above).

Shipping Length; Shipping Width; Shipping Height
The user inputs in this column the dimensions of the box in which an item is shipped.  If more than one box is used the combined dimensions should be input.  All dimensions are measured in inches and drive the calculation of Dimensional Weight in the next column.

Dimensional Weight

This column is automatically calculated from the inputs in the preceding three columns.  Dimensional Weight is used by some delivery companies to calculate an artificial weight for low-weight shipments.  (For a complete description of these options please see the Local Freight Is By section above).

Actual Weight

The user inputs the item’s actual shipping weight in pounds.  Market Pro uses this number to calculate the actual weight of the shipment.

In Stock Process Time

The user inputs the approximate number of days needed to ship an item when it is in stock.  Market Pro uses this number to calculate the ETA (Estimated Time of Arrival) when the No Stock option is not checked.

Back Order Process Time

The user inputs the approximate number of days needed to ship an item when it is not in stock.  Market Pro uses this number to calculate the ETA (Estimated Time of Arrival) when the No Stock option is checked.

Understanding the Customers page

Customer Table

Customer Number; Customer Name

The user inputs in this column the appropriate Customer Number and Customer Name.

CT Number

The CT Number identifies the Customer Type to which a customer belongs.  The user defines this number on the Control Panel.  Up to ten different CT Numbers and Customer Types are possible.

Taxable

The user inputs in this column the tax status for each customer.  An input of “1” causes the appropriate tax to be applied.  An input of “0” prevents the tax rate from being applied to that product.  

Note: taxes are calculated on the "Ship To" address, not the "Bill To".

Address 1; Address 2; City; State; Zip; Country; Contact

The user inputs in these columns the correct address and contact information for each customer.  This information appears in the Ship To and Bill To sections of the Sales Builder page.

 Understanding the Rates page

Freight Rates Table

> or = X lbs.

The user defines the sliding rate schedule in this column.  For example, if a delivery company charges less for packages weighing 15 or more pounds you should input 1 on the first line and 15 on the second line.  Beside the 1 you would input the delivery company’s basic rate, and beside the 15 you would input their discounted rate.  Up to nine different “Break Points” can be defined for both Surface and Air shipments.

Same City; Same State; Same Country; Export

In each of the columns the user enters the correct rate for each Break Point.  Rates should be as close to the true cost of the shipment as possible. 

Minimum $

The user can input minimum shipping fees for each type of shipment: Local Courier, Surface, or Air.

Local Courier Rates

The user inputs the local courier rates for up to four different zones.  Each of these zones can be chosen from the Sales Builder page.   Since many local couriers charge rates by the hour, or based on particular zip codes, the administrator may want to approximate these rates using the four zones allowed in Market Pro.

Q&A

How do I change the company name and address on the Sales Builder page?

In most instances, if you want to change something in Market Pro Jr. your first stop should be the Control Panel.  The Company Information Table on the Control Panel will allow you to change the company information on the Sales Builder page as well as the name of the company that displays on the Freight page.

How do I change the amount my freight rates are uplifted?

Go to the Control Panel to  the Dates & Uplift Table.  The last item in the table is labeled “Uplift for Freight Rates.”  Simply type in the percentage uplift you want to apply, and it will be applied to all future 

calculations.

How does Market Pro Jr. calculate taxes?

Market Pro calcuates taxes on the Ship To address, which in most cases is where the transfer of ownership is going to occur , causing a tax liability.  The Administrator defines the tax rate to be used for each Ship To at the time of data input.

Tax calculation can be disabled for both products and services.  To disable tax calculation for either a Product Type or a Customer Type, go to the Control Panel and input a zero in the appropriate cell.  Additionally, tax calculation for individual customers can be disabled on the Customers page  by inputting a zero in the Taxable column on the Customers Table.
How do I add features and/or customize Market Pro Jr.?

Market Pro is highly configurable by the end user.  For additional features and/or customizations, the end user is encouraged to register this program with XL Gizmos and send e-mail to xlguy@xlgizmos.com.  Additionally, you might want to check out the full-sized Market Pro, which  includes many other features, including Customer Types, extensive freight calcuation, ETAs, and automatic validation of the salesperson chosen for the order.

How To Purchase Market Pro Jr.

Market Pro Jr. is a copyrighted program protected by United States copyright laws and international treaty provisions.  It is freely distributable as “shareware” and can lawfully be used for up to thirty days without registering the program with XL Gizmos.  To register your copy of Market Pro Jr. please visit our online registration service Share It! at www.shareit.com. 

To register this business tool with Share It! you will need three things:

1) Your program code. This can be found on the Buy Me! page of your software. It can also be found in Share It!'s archive section.

2) Your unique Registration Code. This code can be found at the bottom of your software's front page as well as on the pop-up box that greets you whenever you first start the program.  

3) Mastercard/Eurocard, Visa, American Express, or Diner's Club online. Share It! also accepts Checks and Money Orders through postal mail. See their website for the correct mailing address.  

Registering with Share It! is fast, easy, and secure.  Share It! will process your payment and return a unique Key Code that unlocks your program, usually within 24 hours.  If you are an international purchaser, Share It! Will also handle all currency conversions at the current market rate.

Why should I register Market Pro Jr.?

All XL Gizmos business tools are sold as shareware and can be used free of charge for the first thirty days.  After thirty days the tool must be registered and a valid Key Code entered or it will become non-functioning. If a tool does expire and become non-functioning you do not have to download a new tool and lose your data. The old tool can be made functional again at any time simply by buying and entering a Key Code.

While registration does not entitle you to free customization, XL Gizmos is always looking for ways to improve our products and will be happy to discuss customization with you. Some customization might be free if it represents a genuine advance in the tool. Registering your tool is the first step in developing a lasting relationship with XL Gizmos.

How do I contact XL Gizmos?

To contact XL Gizmos, please send e-mail to the following address: xlguy@xlgizmos.com

Minimum System Configuration

IBM or true IBM compatible computer

Microsoft Office 97

Pentium 166+

24 MB RAM

Disclaimers and Warranty

This program is owned by XL Gizmos or its suppliers and is protected by the United States copyright laws and international treaty provisions.  It is provided as a “shareware” product for an initial trial period of up to thirty days, after which the user must stop using the program or send full remittance to XL Gizmos.  Purchase of this product entitles the purchaser to use and copy the product for normal business purposes.  Copying or publishing this program with the intent of reselling to another party is expressly prohibited.  All redistribution of this program by any party other than XL Gizmos or its licensed agents must be free of charge and must include all the original disclaimer and warranty provisions, including this one.  No purchaser or third party may modify, adapt, or create derivative products based upon this XL Gizmos program with the intent or purpose of distribution for a fee, except that such fee be paid to XL Gizmos.

XL Gizmos warrants that this product will perform satisfactorily in accordance with the included instructions and for the purposes described herein.  XL Gizmos' entire liability under terms of this warranty is for the purchase price or replacement price of the product, whichever is less.  In no event shall XL Gizmos be responsible for any damages whatsoever (including, without limitation, damages for loss of business profits, business interruption, loss off business information, or other pecuniary loss) arising out of the use or inability to use this product, even if XL Gizmos has been advised of the possibility of such damages.  Because some states/jurisdictions do not allow the exclusion or limitation of liability for consequential damages, the above limitation may not apply to you.

The warranty and remedies set forth in this agreement are exclusive of all others, oral or written, express or implied.  No XL Gizmos dealer, agent, distributor, or employee is authorized to make any addition to this warranty.

Microsoft and Microsoft Excel are trademarks of Microsoft Corporation.  Pentium is a registered trademark of Intel Corporation.
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