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antivirus, E3
Automatic Order Processing (AOP), B19
Balance Wizard, B1
Cash-Flo, D11
checklist, 

daily, E2
monthly, E3 
weekly, E4

C.O.D., B3
Customer Detail Information window, A1, A3, A5
Customer Search, A5
customers

adding new, A3
house accounts, A5, A7, A9
payments, A7
searching for, A1
statements, A11

credit cards
changing prices for orders, B11
voice authorization, D11

credit memos, A9
debit memos, A9
designer

assigning products to, C3
attaching design pictures, C5

exchanges, B5
FTD, contacting, iv 
Florist Search, B20
Funeral Log, B7

G– M
house accounts

configuring, A5
manually changing balances, A9
receiving payment on, A7

invoices, reprinting, B13

Mercury Messages
General, D9
REC Message List, B27 
searching for, B15

Message Center, B15

N – P
orders

canceling, B9
changing price for credit card, B11
C.O.D., B3
incomplete, B35
local delivery, B1
pending, B35
phoned-in, B21
resending rejected, B25
wire, B17, B19

phoned-in orders
processing, B21
reporting to FTD, B27

pictures
design, C5
local product, C1
recipient, B33

products
adding, C1
assigning to designers, C3

Q – T
REC Message List, B27
receipts, reprinting Point of Sale, D5
refunds, B5
reprinting

invoices, B13
Point of Sale receipts, D5

reports
Aged Analysis, E4 
Combined, E4
generating, D3
Orders Filled, E3
Sales Summary, E4
Sales Tax, E4

returns, B5
sales, viewing total daily, D1 
searching

for customers, A1
for tickets, B29
for florists, B23
for Mercury Messages, B15

statements, A11
Ticket Search, B29
tickets

adding, B31
copying, B31
manual, B29
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voice authorization, D11
Windows Update, E4
X-out, D7
Z-out, D7



FTD, Inc. • 3113 Woodcreek Drive • Downers Grove, IL 60515 • 630-719-7800 • www.FTDi.com


