
 
 

 
 

VP Command™ Pro Central Training Guide 

 

The first release of VP Command™ Pro Central provides access to: 

• Basic Project Information 

• Orders 

• Shipments 

• Billing 

• Documents 
 

 

Later releases will include additional information and abilities. 

When you enter the program, you will enter in project mode, and you will see all your available 
projects.  

 

 



 
 

 
 

Projects 

Within the Projects mode, you just project you have designated as “Favorites,” or all projects, 
regardless of their status. Click either of these options to filter the list to the desired view. 

 

 

There may be quite a few projects in your list. To save loading time, the first 100 items will be 
initially returned. Additional items can be reached using the page indicator, filter or search 
options.  

 



 
 

 
 

Projects can be designated as “Favorites” to make it easier to find the project you need. There 
is an additional filter section. The top option shown in the filter section is “Favorite.” This will 
return only projects that you have designated as a favorite.  

 

You may select any project you wish to be a “Favorite” by clicking the actions button (…) and 
selecting “Favorite.” 

A star will appear next to the project name, indicating that the project has been selected as a 
favorite. 

 

 



 
 

 
 

This will allow you to quickly and easily reach the project or projects that you were working on. 
Favorites can be updated at any time. Again, click the actions button (…), and this time select 
“Unfavorite.” 

 

 

There are additional filtering and sorting options available. You can sort the list by the Project 
Number, Project name, Last Modified Date or Created Date.  

 

 

 



 
 

 
 

Additionally, a list can be shown in either a tiled or standard list view. 

 

 

To make it even easier to find the project you need, there is a filter section. 

 

 

 

 

 



 
 

 
 

The top option shown in the filter section is “Favorites.” This will return only projects that you 
have designated as “Favorites.”  

 

 

To use the search function, enter a portion of a project number, project name or other project 
identifying project information and click the magnifying glass. Any projects matching the data 
requested will be returned. 

 

 

 



 
 

 
 

To see more information about a project, click on the project name. 

 

This will open a project dashboard screen. 

 

 

 

 

 



 
 

 
 

Dashboard 

The dashboard screen will give you an overview of your entire project. It will show additional 
project information, including project reconciliation and a timeline.  

 

You can see the overall status at a glance from the project name and location to the progress of 
shipments and invoices. Click on the “i.” 

 



 
 

 
 

 

 

Click on “Timeline” on the lower left-side of the dashboard to display the timeline.  

 

 

 

 



 
 

 
 

The timeline shows the project milestones from order entry through shipment completion.  

 

 

 

The settings option allows you to adjust the timeline view to show you the data in alternative 
ways such as via a chart of dates. You can also download the data shown into an excel file.  

 



 
 

 
 

Displayed on the main page of the dashboard is the “Project Reconciliation” section. Here you 
will see all invoices associated with the project, along with any associated payments, credits, or 
adjustments.  

 

 

Clicking on an order in the list will bring up the order display for that order.  

 

 



 
 

 
 

Project-Specific Items 

When you have a project selected, the available options along the top menu match the available 
options along the left-hand menu.  

 

Selecting an option from the top menu will give you the results for just the project chosen. 
Selecting an option from the left menu, we’ll give you all the results available in the system for 
that item. 

 

If you see unexpected results, make sure the appropriate option was selected.  

 



 
 

 
 

Orders 

The “Orders” option gives you access to all your orders. You can copy the entire list, then paste 
this list into whatever program you wish. You can also download the entire list in a CSV format 
to be used in a spreadsheet program.  

 

There are sort, filter, and search fields available. Click on any of the column headers to sort the 
list by that column. Click once to sort the list in ascending order. Click twice to sort the list in 
descending order.  

 



 
 

 
 

The search option is also very useful. It will allow you to search by whatever keyword is entered. 
This will allow you to search for a part of a project name or partial order number to find the item 
or items you need.  

 

Clicking an order will open the building order display or detail view, which contains additional 
information about the order.  

 



 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 

Detail View 

The informational screens in the system are all presented in the same format. The information 
contained in the screens will be specific to the item selected. For example, you will see different 
information for a shipment versus an invoice.  

There are multiple tabs within the screen giving access to different types of information. 

 

 

Detail Tab 

 

 

The detail section gives a breakdown of the items included.  

• An order detail will show the types of items contained in the order.  

• A billing detail of an invoice will include the pricing, including payments made.  

• A shipment detail will show the parts included in that shipment. 

Provides details 
about the item 



 
 

 
 

 

 

Discussion Tab 

 

 

The discussion tab allows discussion or communication between users. The discussion is 
contained on and specific to this item. Individuals can be notified about discussion events by 
tagging them with an @ symbol followed by their name. Anyone tagged will automatically 
receive notification about the discussion item. 

Allow a 
discussion 
specific to 
the item 



 
 

 
 

 

Attachments Tab 

 

The attachments tab shows any attachments that have been included with the order. This can 
be items that were created by the system or items uploaded by a user. 

 

 

 

Show 
attachments 



 
 

 
 

Related Content Tab 

 

 

The related content tab allows you to quickly and easily find any items related to the order. This 
will return any additional order numbers, invoices, or shipments associated with the project. 
Each of these items can be selected to bring up additional information.  

 

Information Tab 

 

 

 

Show any 
related 
content 

Information 
screen 



 
 

 
 

The information or history tab displays the history of the order. Major milestones are displayed, 
and order-specific dates are included. This tab is informational only but provides some useful 
tracking.  

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 

Shipments 

The functionality of the “Shipments” tab is very similar to the “Orders.” All shipments are shown 
in a list that can be copied or downloaded.  

 

There are sort, filter, and search fields available.  

 

Clicking on an individual shipment will open a detail screen. The tabs and their functionality are 
identical to the “Orders” section, but specific to the shipment selected. See detailed information 
about the different tab functionality on page 19. 



 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 

Billing 

When you open the “Billing” page, there will be a list of open invoices.  

 

Clicking on the “Closed” tab will bring up a list of closed invoices.  

 

 

 

 

 

 



 
 

 
 

There are also tabs to show the detail of any Pro-Formas created or pre-payment made.  

 

You can sort by any of the columns on the page to make it easier to find the desired invoice. 

Clicking on any invoice number will open the detail page for that invoice. Like the other pages, 
basic project information is displayed, plus there are tabs that contain additional information. 
See the “Detail Section” on page 19 for more information. 

 

 

 

 



 
 

 
 

Documents 

The “Documents” functionality gives you access to all system-generated and manually-uploaded 
documents. All users of the system can upload documents.  

If you are entering the documents section from a specific project, you will be taken directly to the 
folders for that project.  

 

 

 

 



 
 

 
 

If you are entering through the left-hand menu, you will first need to select whether you'd like to 
view the documents for a parts order or a project.  

 

 

Then select the specific order to view.  

 

 

 

 



 
 

 
 

There are several folders preloaded for each project. Specific types of information can be found 
within each folder.  

 

Some document format such as pdfs can be previewed without being downloaded. Click the 
name of any document and you would like to preview.  

 

 

 

 

 



 
 

 
 

Click the “Back to Folder” button to return to the documents folder.  

 

 

Any of the folders can be downloaded to your computer. All documents contained within the 
selected folder will be downloaded into a zip file.  

You are also able to get a sharable link. This can be sent to anyone with access to the VP 
Command Pro Central system for quick and easy sharing. 

 

 

 



 
 

 
 

Support 

 

If you need assistance using VP Command Pro Central, please contact our Support 
team. 

Email: software@vp.com 

Phone: 877-874-3579 


