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Copyright © 2015 by Distribution Service Technologies Incorporated.  All Rights Reserved 
 
The nSite Order Processing Instructions are a product of DST Customer Services.  This document is 
subject to change without notice and is intended to be a guide to new and prospective customers of 
eCounter.  The contents of this document contain proprietary material related to DST eCounter as well 
as other DST product and as such, this document and its contents are protected under US and 
International laws.   
 
Illegal use of this document in whole or in part is expressly forbidden.   Reproduction of this document in 
any electronic or physical form as well as any use by unauthorized individuals or organizations is a 
violation of applicable laws. 
 
Technology products evolve extremely rapidly, and while DST attempts to ensure accuracy at all times, 
the contents of this document are provided to customers and potential customers of DST eCounter 
products “as is”.   There are no implied warranties, guarantees or liabilities included with the use of this 
document to operate, install or implement any DST products.  Now that we are past the legal mumbo 
jumbo, let’s get started! 
 
 
 

Publication History 
 

Date Revision Number Contributor Revision Notes 
    

10/22/2015 1.0 Brandon Lueken Original 
10/25/2015 1.1 Gary August Edits and formatting 
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Introduction  
 
nSite was developed to enable an eCounter user to store and maintain a stock order within eCounter.  
The nSite order can be used to generate an automatic replenishment from your Motorcraft supplier.  
The stock order is not limited to Motorcraft parts and can be used for all parts stocked by you that are 
purchased from your Motorcraft supplier.  nSite includes several additional feature designed to make 
you more efficient and to sell more from your shelves.  These features include. 

1. You will see your local inventory when you look up parts.  This will help make sure you don’t 
order parts that are sitting on your shelf, saving time for your tech and for your customer. 

2. You can “sell” inventory items to yourself which will automatically deduct from your inventory. 
3. A Mobile App for IOS and Android will allow your Motorcraft salesman to take your physical 

inventory and to place your stock order with you having complete control over your stock 
quantities. 

4. You can group your nSite stock order by part type so you do not have to order all parts all the 
time. 

 

 

Contents 
 

- Create nSite Saved Order 
- Maintain Groups 
- Maintain Part Numbers 
- Maintain Inventory 
- Send Order to Supplier 
- Update Inventory Levels 
- Print nSite Saved Order 
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Instructions 
 

Create nSite Saved Order           

Overview – Use the saved order functionality as usual except be sure to save the order as an nSite 
order by checking the Stock Order box 

- Stock check parts using the catalog or the Order Parts feature.  In Order Parts, enter items 
manually or use the stock order upload feature 

- Add part number(s) to shopping cart.  NOTE: Your quantity on hand (or the quantity you wish to 
stock) should be used for the order quantity 

- Click Review & Complete 
- Enter a saved order name in the textbox under Save Order As 
- Check the Stock Order box next to the saved order name 
- Click Save Order 

 

Note: Only one nSite saved order can exist at a time 

 

Your nSite saved order can be accessed under the Saved Orders menu. Your nSite saved order will have 
a “Stock Order” indicator to the right of the saved order name. 
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Maintain Groups            

Overview – Filtering part numbers by groups (part type) will display fewer part numbers at a time 
within your nSite saved order. This will allow more efficient maintenance of your nSite saved order.  
For example, it will enable you to count and order the filters separately from the brakes, etc. 

Click Maintain Groups while viewing your nSite order to add, update and delete groups. 

 

 

 

To Add a Group 
- Enter Group Description in textbox next to Add New 
- Click Add New 
- “Group information has been saved” message will be displayed 
- Note: Text is locked to upper-case 

 
To Update a Group 

- Change text in Group Description 
- Click Update 
- “Group information has been saved” message will be displayed 
- Note: Text is locked to upper-case 

 
Delete Group 

- Click on the checkbox next to the group or groups to be deleted 
- Click Delete Selected 
- “Group has been deleted” message will be displayed 
- Note: Groups that hold parts cannot be deleted. 

 
Return to nSite Saved Order 

- Click Go Back 
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Maintain Part Numbers            

Overview – Add or delete parts to your nSite order.  Update your Quantity On Hand (QOH).  Add 
additional Part Number(s) to your nSite Saved Stock Order 

Add Part Number(s) to your nSite Saved Order 

- Add part number(s) to shopping cart with your quantity on hand as the order quantity 
- Click Review & Complete 
- Select your nSite saved order from the “Use an Existing Saved Order” dropdown 

 

- Click Update Existing Order 

 

Remove Part Number(s) from your nSite Saved Order 

- Open nSite saved order 
- Click the trash can icon next to the part number to be removed 
- “Part deleted from Stock Order” message will be displayed 
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Maintain Inventory            

Overview – Change the quantities you want to keep on your shelf.  Change the quantity currently on 
your shelf. 

Column Descriptions 
• Quantity on Hand (QOH) – this is the number of pieces currently sitting on your shelves 
• Desired QOH – This is the number of pieces you would like to keep on your shelves 
• To Be Ordered – number of pieces needed to reach the Desired QOH 

 

 

Update Quantity on Hand  
- Change value of Quantity on Hand for a part number or multiple part numbers 
- Click Update ALL 
- Note: Clicking Update ALL will save Quantity on Hand, Desired QOH, and any group assignments 
- Note: Any box that is left empty under Quantity on Hand or Desired QOH will be saved as 0 

 
Update Desired QOH 

- Change value of Desired QOH for a part number or multiple part numbers 
- Click Update ALL 
- Note: Clicking Update ALL will save Desired QOH, Quantity on Hand, and any group assignments 
- Note: Any box that is left empty under Desired QOH or Quantity on Hand will be saved as 0 

 
Assign Part Number to Group 

- Select Group in dropdown to the right of the part number to assign 
- Click Update ALL 
- Note: Must have groups setup prior to assigning part numbers 
- Note: Choose “Select Group” to remove group assignment from a part number 
- Note: Clicking Update ALL will save any group assignments, Quantity on Hand, and Desired QOH 

 

Filter Part Numbers by Group Selection 
- Choose a group in the Filter By dropdown under Copy Into Order 
- Note: To show all parts, choose “Filter By: (ALL)” from the dropdown  
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Send Order to Supplier            

Overview - nSite is designed to create an order based on your quantity on hand and your desired 
quantity on hand and to send that order to your Motorcraft supplier 

 
- Open nSite saved order 

 
- Adjust your QOH inventory if necessary using the section above (Maintain your inventory) 
- Click Copy Into Order 

 

 

- Any part number with a QOH that is below the desired level will be added to the Order Parts 
page with an order quantity equal to the number needed to reach the desired quantity.   

 
- Add the items to your cart as usual by pressing  
- Go to the cart and place your order as usual. 
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Update Inventory Levels           

Overview - After receiving an order from your supplier, you may want to update your nSite saved 
order to reflect the new on hand quantities. 

nSite allows the on hand quantity for all part numbers to match the desired on hand quantities with the 
click of a button 

- Open nSite saved order 
- Click SET QOH = Desired 
- All values in the Quantity on Hand column will match the Desired QOH column.  NOTE:  Be sure 

you are ready to match your QOH to the Desired QOH before pressing this button. 

 

Quantity on hand can also be updated for a single part number or selected part numbers at a time 

- Open nSite saved order 
- Change value of Quantity on Hand for a part number or multiple part numbers 
- Click Update ALL 
- Note: Clicking Update ALL will save Quantity on Hand, Desired QOH and any group assignments 
- Note: Any box that is left empty under Quantity on Hand or Desired QOH will be saved as 0 
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Print nSite Order            

Overview - nSite can create a printer-friendly version of your inventory list. Use the printed order as a 
worksheet to check quantity on hand on your shelves.  The corrected QOH can then be updated in 
your saved stock order prior to creating your nSite replenishment order. 

 

If you want to count all items on your nSite stock order then “Click Print Inventory List / Worksheet” 
while viewing your nSite order. 

If you want to count only one group then first select that group in the Filter By:All dropdown box before 
clicking “Print Inventory List / Worksheet” 

A new window will be opened with the following information: 

- The name of your nSite order is displayed at the top of the page 
- Order Calc: Number of pieces needed to reach the Desired Quantity level for a part number 
- Stock Order Quantity: Number of pieces on hand 
- Desired Quantity: Number of pieces desired to be on hand (QOH + nSite order quantity) 
- Line Code, Stock Part Number, and Stock Part Description are also displayed. 
- Note that Group information is not displayed on this page 

 

Click the Print button to print a copy of the information on your screen. 

 

 

 

If you are having issues with the inventory list displaying or the Print button check our Pop-Up Blocker 
Instructions on the Resources page. 
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