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Introducing The Inventory Control System
Using This Guide

Welcome

Sincethisisprimarily areference manual, we havetried to makeit easy for youto find
theinformation you need. It isimportant that you first read the 'I ntroduction' section of
this manual prior to proceeding further. It will familiarize you with data input
conventions using TOP, will help you to utilize 'On-Line Help', will explain printer
selection, how to use the TOP menu system and how to set up user servicesto benefit
your company.

This guide isdivided into five parts:
Part 1: Introducing the Inventory Control System

The Inventory Control System allows you to track adjustments, receipts and issues,
physical count movement and maintain aperiod beginning and ending bal ance on each
inventory item, including quantitieson kit items. Inventory Control isinterfaced to the
Order Entry module for billing, the Purchase Order module for receipts, the Sales
Analysis module for management reporting and the Accounts Payable module for
establishing vendor's part numbers and item purchase history.

Part 2: Defining the Inventory Control System

Thedefinition menuallowsyouto customizeyour inventory item format, set up system
parameters, view file sizing specifications, establish segment and distribution codes
and set menu password restrictions.

Part 3: Operating the Inventory Control System

Thelnventory Item Maintenance containsitem descriptions, unit of measure, discount
class, cost and selling price, tax and commission information and distribution codes
used for General Ledger allocation.

You can view item quantity balances, sales dollars, item customer contract pricing,
purchase orders, orders, invoices and quotes with quantities committed and item
history by year, by month, by item for sales, issues, adjustments and receipts. Each
inventory item can have up to three vendor part numbers with lead time for delivery (
Accounts Payable is required). Y ou can also enter item messages to print on orders/
invoices.

The Physical Count system allows you to print count sheets, enter count values and
print a variance summary report. A program is aso available to import United
Stationers inventory and flyer items for office supply businesses.

Period-End Processing produces an inventory audit report and inventory movement
report, reflecting transactions processed during the current month for itemstracked in



Introducing The Inventory Control System

10

inventory. A new beginning on-hand balance is established during the period-end
update.

Part 4: Inventory Reporting System

The Inventory Control reporting system offers tracking of inventory items, showing
month-to-date beginning and ending bal ances, avalued inventory report for up-to-date
inventory dollars on hand, a reorder report for purchasing, discontinued item report,
price list, item bin labels, item kit reporting and the ability to export inventory item
information for catalogs and price books.

Part 5: Inventory Control Options Menu

Thelnventory Control Options Menu allowsyou to view inventory items, distribution
codes, segment codes, item vendor codes and monthly posting transactions. You can
add new inventory items to the Item Masterfile, add and maintain discount class
percentages and product category codes.
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Inventory Control Menu Structure
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DEFI N NG THE | NVENTCRY

cooooooooooo

CONTROL SYSTEM

Inventory Control Definition Menu
Company Maintenance
Inventory Parameters

File Creation and Information
Segment One Maintenance
Segment Two Maintenance
Distribution Code Maintenance
Update Item Forecast

Update item ABC Classification
Warehouse Maintenance
Password Maintenance
Inventory Log Display

13
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Inventory Control Definition Menu

Overview

The Inventory Control Definition Menu lets you define your inventory item format,
system parameters, view filesizing specifications, create ssgment oneand segment two
codes, add debit and credit General Ledger account numbersfor each distribution code
(chart of accounts must be established if you are interfacing to the General Ledger),

update item forecasts and update ABC classification codes.

TheProduct Code M aintenance and Discount Class M aintenance programsarelocated
on the Inventory Control Options Menu. Y ou must set up product codesif you want to
categorize inventory reports. Discount classes are used for level pricing, net pricing,

quantity pricing and best price.
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Company Name Maintenance
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Procedure

1. Choose Company Name Maintenance from the Inventory Control Definition Menu.
Press F4 to return to the Inventory Control Definition Menu.

Note: The division number displays on your screen. If you have
multiple divisions,enter the division code to create or edit.

2. Company Name:
Type your company name up to thirty-five (35) characters and Enter.

Note: The company name prints on inventory reports and screen
headings.

3. Address:

The cursor movesto thefirst of four addresslines. Y ou can enter up to thirty-five (35)
characters on each line. Press the Enter key after you complete each line.

Note: The Federal, Sate and City | D numbersare'information only'
fields.

4, Federd ID:

15
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Type your federal tax ID number up to twelve (12) characters and Enter.

5. State ID:

Type your state tax |D number up to twelve (12) characters and Enter.

6. City ID:

Type your city tax ID number up to twelve (12) characters and Enter.

7. 1s The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

TypeY to accept the data and return to the Inventory Control Definition Menu.
Type N to return to the company name field for editing. Go to Step 2.

Type D to delete the company name and address. Go to Step 2.

Type E to end and return to the Inventory Control Definition Menu without saving
changes.
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Inventory Parameters

Overview

Inventory Control parameters tell the system the inventory item number format,
method of costing, precision for units and cost, audit inventory tracking and whether
or not to interface to the general ledger, default warehouse. These questions also help
to determine file sizing needs.

Do not changetheitem code format after you have entered inventory items. Changing
these fields can cause data corruption.
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Procedure

1. Choose Inventory Parameters from the Inventory Control Definition Menu.

Note: The parameter screen displays. If you areinitially setting up
the parameters, the cursor displaysat thefirst input field. If you are
reviewing the parameters, go to Sep 20.

Item Code Format:

I[tem numbers can have as many as twenty (20) alpha-numeric characters in three
segments. A mask showsyour finished format for item numbers. Themask isdisplayed
using the # character for numeric item numbers and the block character for alpha-
numeric item numbers.

2. Segment Description:

17
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Typeadescription of theitem number segment up to sixteen (16) charactersand Enter .
3. Segment Size:

Segment sizeisthe number of digitsin the first item segment. Type the segment size
(1-20) and Enter.

4, Segment Type:

Type N+ the Enter key if the segment is numeric.
Type A+ the Enter key if the segment is alphanumeric.
5. Sub-Total:

TypeY +theEnter key if youwant inventory reporting to forcetotal sfor each segment
code.

Note: If the sub-total optionisset to (Y)esall segment codes must be
setup in segment code maintenance before the segment can be used
in item code maintenance (i.e. the segment EN must be setup before
the item code EN-210 can be entered).

Type N+ the Enter key if you do not want inventory reportsto total by each segment
code.

Note: Repeat steps 2 through 5 for each segment you define.
6. General Ledger:

TypeY +the Enter key to post inventory transactionsto the General Ledger ( requires
General Ledger to be set up).

Type N+ the Enter key to bypass the General Ledger interface.
7. Audit File:

Type Y+ the Enter key if you want to track inventory transactions during the month
for month-end reporting.

Type N+ the Enter key if you do not want to track inventory transactions.

Note: The audit file stores each daily transaction posted from
receipts, issues, adjustmentsor physical countsfor eachmonth of the
year.

8. Purge Option:

Type M+ the Enter key to purge the audit file during Period-End Processing.
Type Y+ the Enter key to purge the audit file at the end of the current year.
9. Item History:



Defining The Inventory Control System

TypeY +theEnter key to createthe Item History fileto store sal es, issues, adjustments
and receipts by item, by month and by year.

Type N+ the Enter key if you do not want to store history for inventory items.
10. Negative On-Hand:

TypeY +theEnter key if youwant to alow anegative on-hand quantity for out of stock
inventory items.

Type N+ the Enter key if you do not want to allow a negative on-hand.

Note: If you answer (N)otothisparameter, you cannot sell any items
out of stock if the on-hand balance is equal to zero.

11. Precision Units:

Type the number of decimal points you want for unit quantity (0-4) and Enter.
12. Precision Costs:

Type the number of decimal positions you want for item cost (2-4) and Enter.
13. Forecast Period:

Type M + the Enter key to create an item forecast on a monthly basis.

Type W+ the Enter key to create an item forecast on aweekly basis.

14. Average Cost:

Type Y+ the Enter key if you want to update the item average cost field from the
"Transaction Data Entry Register' for receipts.

Type N+ the Enter key if you do not want to affect the average cost field.
15. Last Cost:

Type Y+ the Enter key if you want to update the item last cost field from the
"Transaction Data Entry Register'.

Type N+ the Enter key if you do not want to affect the last cost field.
16. Div Position:

Type the position of the division number within the item distribution code (0,2,3,4 or
5) and Enter.

Note: Thisoptionisonly availableif you designated Y for divisions
in the A/R parameter setup. This feature allows you to distribute
daily salesto multiplerevenueaccountssetup withindivisions inthe
General Ledger (General Ledger must be required).

19
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For example, a distribution code ENO1 would post to the engraving
revenue account for division number one, ENO2 would post to the
engraving revenue account for division number two. The division
position would be three (3) in this example.

17. Prod Cat Required:

TypeY +the Enter key to make it mandatory to enter aproduct category codein 'ltem
Masterfile Maintenance'.

Type N+ the Enter key to be able to |eave the product category field blank.

Note: This field should not be left blank if you want inventory
reporting to be correct. A number of reportsare printed in product
category order. Other reports reflect dollar totals by product cat-
egory for sales reports.

18. Warehouse Opt:
Type Y+ the Enter key to activate the warehouse option.
Press the Enter key to accept the default of (N)o.

Note: The warehouse option allows you to enter a warehouse
number in each inventory item and in user maintenance. During
order/invoice entry, the system will check to make sure the person
entering the order is authorized to be entering specific items.

19. Multi Physical:

Type Y+ the Enter key if you want to activate multiple warehouse physical count
sheets.

20. Is The Data Correct? (Y)es, (N)o or (C)ancel:

Type Y if the information is correct. The system returns to the Inventory Control
Definition Menu.

Type N if the dataisnot correct. The cursor returnsto Step 2. Edit changes as needed.
TypeC toreturntothelnventory Control Definition Menuwithout saving any changes.

Note: You will be prompted with this message: Selecting (C)ancel
will exit program without saving any parameter changes that have
been made. Save changes? (Y)es or (N)o?

TypeY to save any parameter changesthat were made and return to
the General Ledger Definition Menu.

Type N to return to the Inventory Control Definition Menu without
saving any changes.
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File Creation And Information

Overview

File Creation And Information lets you view individual datafilesin your Inventory
Control system. All of the datafiles are structured as multi-keyed files, which means
that you do not have to increase the size of the files because they are dynamic
(automatically increasein size as datais written to each file). The screen displaysthe
file description, file name, key size, byte size of each individual record within thefile
and the number of records used in each file.
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Overview

The Segment One M ai ntenance program allowstheuser toformat inventory item codes
into product categories. Several reportsintheinventory control system allowsthe user
to select one product category or arange of product categories, producing individual
totals by product. You can enter an default item type for each product category for
entering a new inventory item.
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Procedure
1. Select Segment One Maintenance from the Inventory Control Definition Menu.
2. Prod Category:

Typeuptoatwo (2) character product category (segment one) code and Enter or type
? to display the Segment One Selection window.

Note: The description 'Prod Category' and the size of the product
category are defined in the Inventory Parameter Maintenance pro-
gram on the Inventory Control Definition Menu.

Press F2 to print alisting of segment one codes. Select the appropriate printer for this
report.

3. Description:

Type up to athirty (30) character description and Enter.



Defining The Inventory Control System

4. [tem Type:

Type Y+ the Enter key to set this product category default for pricing only.
Type N+ the Enter key to set this product category default for item tracking.
Type K+ the Enter key if this product category is akit item.

Type M+ the Enter key if the product category is a manufactured item.

5. 1s The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

Type Y to accept the category code. Return to Step 2.

Type N to edit the category description. Return to Step 3.

Type D to remove the category code from the system. Return to Step 2.
Type E to return to the Inventory Control Definition Menu.

Note: Do not remove active segment one codes asthey arelinked to
inventory items.

23
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Overview

The Segment Two Maintenance program allows the user to format inventory item
codes into product categories. Several reportsin the inventory control system allows
the user to select one product category or a range of product categories, producing
individual totals by product.
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Procedure
1. Select Segment Two Maintenance from the Inventory Control Definition Menu.
2. Manufacturer:

Typethe manufacturer (segment two) code and Enter or type ? to display the Segment
Two Selection window.

Note: The description 'Manufacturer' and the size of the manufac-
turer code are defined in the Inventory Parameter Maintenance
program on the Inventory Control Definition Menu.

Press F2 to print alisting of the segment two codes. Select the appropriate printer for
this report.

3. Description:

Type up to athirty (30) character description and Enter.
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4. 1s The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

TypeY to accept the manufacturer code. Return to Step 2.

Type N to edit the manufacturer description. Return to Step 3.

Type D to remove the manufacturer from the system. Return to Step 2.
Type E to return to the Inventory Control Definition Menu.

Note: Do not remove active segment two codes asthey arelinked to
inventory items.

25
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Distribution Code Maintenance

Overview

Distribution Codes are used to tell the system which General Ledger accountsto debit
and credit when posting inventory transactions, physical count or the Daily Sales
Journal in the Order Entry module. Y ou must establish distribution codes whether or
not you are interfaced to the General Ledger. It isrecommended that the distribution
code be the same as the Segment One code. The distribution code will default to the
Segment One code during Item Code Maintenance.

Whenyou add anew item to inventory, you assign adistribution codeto that item. This
tells the system which account numbers to use when posting daily transactions.
Following are exampl es of how to set up account numbersfor itemsthat are not tracked
in inventory and items tracked in inventory.

Inventory items that are tracked in inventory:

Example Debit Credit

Recei pt* Inventory Inventory
Issue Cost of Sales  Inventory
Adjustment Inventory Over/Shorts
Physical Count Inventory Over/Shorts
Sales Revenue

Inventory items that are not tracked in inventory:

Example Debit Credit

Receipt Inventory Inventory
Issue Inventory Inventory
Adjustment Inventory Inventory
Physical Count Inventory Inventory
Sales Revenue

Note: Debits and credits for receipts are normally posted through
Accounts Payable.

If the debit and credit accountsarethe same, thetransaction will not post to the General
Ledger. If you are not interfaced to the General Ledger, posting information is printed
in report format during daily closing procedures.

26
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Distribution codes are used to make debit and credit entries for receipts, issues,
adjustments, physical count and sales.

The system automatically creates defaults for the debit and credit accounts if you are
not interfaced to the General Ledger. These accounts are used during the daily closing
procedures to produce debit and credit amounts that can be used to make transactions
to other general ledger packages or manual ledgers.
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Procedure

1. Choose Distribution Code Maintenance from the Inventory Control Definition
Menu.

2. Distribution Code:

Type up to asix (6) character alpha-numeric distribution code and Enter or type ? to
display the Distribution Code Sel ection window. The system automatically formatsthe
code in upper case.

Press F4 to return to the Inventory Control Definition Menu.
3. Receipt Dehit:

Typeavalidgeneral ledger account number and Enter or type ?to display the General
Ledger Account Selection window.

Note: If receipts are entered using Accounts Payable, the receipt
debit and credit account number should be the same.

4. Receipt Credit:
27
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Typeavalid general ledger account number and Enter or type?to display the General
Ledger Account Number Selection window.

Press F1 to duplicate the account number from the prior entry.
Press F2 to return to the prior input field.
5. I'ssue Dehit:

Typeavalid general ledger account number and Enter or type ? to display the General
Ledger Account Number Selection window.

Press F1 to duplicate the account number from the prior entry.
6. Issue Credit:

Typeavalid general ledger account number and Enter or type ? to display the General
Ledger Account Number Selection window.

Press F1 to duplicate the account number from the prior entry.
7. Adjustment Debit:

Typeavalid general ledger account number and Enter or type ? to display the General
Ledger Account Number Selection window.

Press F1 to duplicate the account number from the prior entry.
8. Adjustment Credit:

Typeavalid general ledger account number and Enter or type ? to display the General
Ledger Account Number Selection window.

Press F1 to duplicate the account number from the prior entry.
9. Physical Count Debit:

Typeavalid general ledger account number and Enter or type ? to display the General
Ledger Account Number Selection window.

10. Physical Count Credit:

Typeavalid general ledger account number and Enter or type ? to display the General
Ledger Account Number Selection window.

Press F1 to duplicate the account number from the previous entry.
11. Sales Credit:

Typeavalid general ledger account number and Enter or type ? to display the General
Ledger Account Number Selection window.

Press F1 to duplicate the account number from the prior entry.
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Note: The Sales Dehit account comes from the 'General Ledger
Interface' in the Accounts Receivable module.

12. 1s The Data Correct? (Y)es, (N)o or (D)€l ete:

TypeY to accept the distribution code information. Return to Step 2.
Type N to edit the distribution information. Return to Step 3.

Type D to remove the distribution code from the system.

Type E to end input. Return to the Inventory Control Definition Menu.
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Update Item Forecast

30

Overview

The Update Item Forecast allows you to read the invoice history file for a specified
period of timeand replacethe projected monthly forecast for eachinventory item or for
arangeof inventory items. Theforecast isbased on salesdollars divided by projected
number of months. Each inventory item hasafield in which theforecast is stored from
one forecast to the next. Y ou can choose to update and replace the Reorder Point and
the EOQ based on forcast, lead time and safety stock to keep on hand.

'‘Level Code Maintenance' on the 1/C Options Menu allows you to further adjust the
forecast value based on item sales, whether salesincrease or decline during a specific
period.

The 'ltem Forecast Report' on the Inventory Report Menu allows you to print arange
of inventory items with an option to include discontinued items.
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Procedure

1. Choose Update Item Forecast on the Inventory Control Definition Menu.
2. First Item:

Typeavalidinventory itemand Enter or type ?to display thelnventory Item Selection
window.

Press F4 to return to the Inventory Control Definition Menu.
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3. Last Item:

Typeavalidinventory itemand Enter or type? to display thelnventory Item Selection
window.

4. First Date:

Type a beginning invoice date in month and year (MMY'Y) format and Enter.
5. Last Date:

Type an ending invoice date in month and year (MMYY) format and Enter.
6. Update Reorder:

Type Y+ the Enter key to update reorder point based on forecast quantity and safety
stock days.

Type N+ the Enter key to update forecast quantity only.
7. Update EOQ:

TypeY +theEnter key if youwant the system to update economic order quantity based
on forecast quantity, lead time and safety stock days.

Type N+ the Enter key not to update economic order quantity.

8. Begin Item Forecast Update? (Y)es, (N)o or (E)nd:

TypeY to begin the item forecast update.

Type N to edit the displayed information. Go to Step 2.

TypeE to end theforecast update and returnto the Inventory Control Definition Menu.
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Update Item ABC Classification

32

Overview

The ABC classification process is an analysis of a range of items, such as finished
products, into three categories: A - important; B - average importance; C - relatively
unimportant, asabasisfor acontrol scheme. Each category can and sometimes should
be handled in adifferent way, with more attention being devoted to category A, lessto
B and lessto C.

Theupdate assignsthe A, B or C classification to theitemsin theitem master based on
unit sales. The A items are items with the greatest amount of sales and should be the
most important items. Thisallowsyou should spend moretime on theimportant items.

Note: Normally 20% of your items in inventory equal 80% of your
sales.
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Procedure
1. Choose Update Item ABC Classification on the Inventory Control Definition Menu.
2. First Item:

Typeavalidinventory itemand Enter or type ?to display thelnventory Item Selection
window.

Press F4 to return to the Inventory Control Definition Menu.
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3. Last Item:

Typeavalidinventory itemand Enter or type? to display thelnventory Item Selection
window.

Press F2 to return to the previous input field.
4. First Date:
Type a beginning forecast date in month and year (MMY Y YY) format and Enter.
5. Last Date:
Type an ending forecast date in month and year (MMY Y YY) format and Enter.
6. Item Type:
Type Y+ the Enter key to include items not tracked in inventory.
Type N+ the Enter key to exclude items tracked in inventory.
7. A Percent:
Type percentage for Class A and Enter.
8. B Percent:
Type percentage for Class B and Enter.
9. C Percent:
Type percentage for Class C and Enter.
Note: The three percentages must equal 100%.
10. Begin Item ABC Classification Update? (Y)es, (N)o or (E)nd:
Type Y to begin the classification update.
Type N to edit the displayed information. Go to Step 2.
Type E to end the update and return to the Inventory Control Definition Menu.

33



Defining The Inventory Control System

Warehouse Maintenance

34

Overhead

Warehouse Maintenance program allows you to enter athree digit warehouse number
tobeusedinorder/invoicedataentry, item master and on purchaseorders. Itisactivated
by aflag in 'l/C Parameter Maintenance' on the Inventory Definition Menu.
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Procedure

1. Select Warehouse Maintenance on the Inventory Definition Menu.
2. Warehouse:

Type up to athree (3) character warehouse number and Enter.

Press F4 to return to the Inventory Defintion Menu.

3. Description:

Type up to athirty (30) character warehouse description and Enter.
Press F2 to return to the previous input field.

4. Name:

Type the company name and Enter.

5. Address 1:
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Type the address for line one and Enter.

6. Address 2:

Type the address for line two and Enter.

7. Address 3:

Type the address for line three and Enter.

8. City:

Type the name of the city and Enter.

9. State:

Type the two digit state code and Enter.

10. Zip Code:

Type the zip code and Enter.

11. P O Message:

Type amessage line to print on your purchase orders for this warehouse and
Enter.

12. 1s The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

TypeY to accept the warehouse information and return to Step 2.

Type N to edit the displayed information. Go to Step 3.

Type D to delete the information for this warehouse and return to Step 2.

Type E to end input and return to the Inventory Control Definition Menu.
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Password Maintenance

Overview

Password Maintenance allows you to set up passwords to restrict access to any
Inventory Menu or individual menu selections. Once you have entered a password for
amenu, the system will prompt each user for that password every timethey accessthat
menu. The Definition Menu is normally password protected.
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Procedure
1. Choose Password Maintenance from the Accounts Payable Definition Menu.

Note: The System Code is automatically defaulted by the system to
correspond with the current menu application (i.e. AP-Accounts
Payable).

2. Date Password:
Type adate password (optional) and Enter or press Enter to bypass password entry.
Press F4 to return to the Accounts Payable Definition Menu.

Note: The system will prompt for this password when attempting to
change the application date for the Inventory module.

3. Menu Code:

Type the menu code and Enter or press F1 to display the available menu codes.
36



Defining The Inventory Control System

4. Menu Letter:

Type the letter of the menu item to set password for and Enter or press F1 to
display theitem selectionsavailable (i.e. A, B, etc.) for the menu you specified in
Step 3.

5. Password:

Type the passwor d+ the Enter key for the menu item listed in Step 4.
6. Access:

Type A+ the Enter key to allow users access to this menu selection.
Type D+ the Enter key to disallow access to the menu selection.

7.1s The Data Correct? (Y)es, (N)o or (A)ccess Maintenance:

TypeY if datais correct. Return to Step 2.

Type N to return to Step 5 to re-enter password.

Type A to allow maintenance on the access code.
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Inventory Log Display

38

Overview

Each modulein Total Order Plus has a system log display that can be used to track all
activity by users within each module. It displays activity for receipts, adjustments,
issues, item edit information, item del etions, error messages, changing the processing
date and month-end closing procedure. This information is helpful to tracking user
activity.
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Operating The Inventory Control System

3

OPERATING THE INVENTORY

coooooo

CONTROL SYSTEM

Inventory Masterfile Maintenance
Transaction Data Entry

Transaction Data Entry Register & Update
Physical Count System Menu

Catalog Import Menu

Import/Export File Menu

Inventory Period-End Menu
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Inventory Control System Menu

40

Overview

The Inventory Control System allowsyou to establish item codes that make up your
inventory item masterfile. Each item has its own selling price, average cost, unit of
measure, distribution codefor posting to the general ledger (if applicable) and whether
or not an item iscommissioned or taxable. Each item has an item type that determines
if theitem istracked in inventory or just used for pricing or if it isakit item (made up
from other inventory items).

Transaction DataEntry allowsyouto enter recei pts, adjustment or issuesthat will effect
the on-hand balance of the itemsthat are tracked in inventory.

ThePhysical Inventory moduleallowsyouto print count sheetsby item codeor by item
location. Once you have completed the count sheets, the count is entered into the
Physical Count Data Entry file. A summary report is printed to show the new quantity
on-hand and is updated to the item masterfile.

An import program is available to allow you to import S. P. Richards and United
Stationers catalogs into your inventory item masterfile. An export program transfers
inventory item information to atext file that could be used as a price book.

Period-End Processing offers two optional reports: Inventory Movement Report and
thelnventory Audit Report. The period-end update cal cul atesanew beginning on-hand
balance for the next period and clears the transaction audit file, if applicable.
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Item Masterfile Maintenance

Overview

When you process the Daily Sales Journal & Update from Order Entry, the Purchase
Order Transaction Register, the Inventory Transaction Register or the Physical Count
Summary, the system updates inventory items with the results of these transactions.
Item types that are flagged as 'used for pricing only' are not updated by these
transactions. The item master is used to add items to the existing inventory, edit
information about existing items and display current and historical information for
each item.

Note: If you need to change a specific field on several or all items,
you can use the 'ltem Change Utility' located on the Utility Menu
Options Menu. It will allow you to scroll through the inventory and
change only that field. You can also 'jump' from one item code to
another.

Prior to entering inventory items, you must first set up segment one
codes (and segment two codes, if applicable) and distribution codes
located onthe Inventory Control Definition Menu aswell asproduct
categories and discount classes, located on the Inventory Control

Options Menu.
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Item balances and quantities are maintained using the 'IlC Transaction Data Entry’,
'Physical Count Data Entry' and 'PO Transaction Data Entry'.
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Item Status Maintenance

42
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Procedure
1. Choose Item Status Maintenance from the Item Sub-Menu.
2. Item Code:

Type anew item code and Enter or type ?+ the Enter key to display the Item Code
Selection window.

Note: If theitementeredisan existingitemcode, the itemdescription
displays along with the inventory sub-menu. Proceed to Step 47.

Press F1 to display the next item code in the inventory masterfile.
Press F4 to return to the Inventory Control System Menu.

3. IsThisaNew Item Code? (Y)es or (N)o:

TypeY to accept the new item code. Go to Step 46.

Type N to return to Step 2.

4. Description:

Type an item description up to thirty (30) characters and Enter.

Press F1 to replicate the preceeding item description.
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Press CTRL+Y to display the edit help menu.
Press F4 to bypass input fields and proceed to Step 46.
5. Dist Code:

Type avalid distribution code and Enter or type ? to display the Distribution Code
Selection window.

Press F2 to return to the previous input field.
6. Item Type:

Type Y+ the Enter key if thisitem will not be affected by inventory transactions and
will be used for pricing only.

Type N+ the Enter key if you want thisitem to be tracked in inventory.

TypeK+ the Enter key to designatethat thisitemisakit item and made up from other
inventory items.

Type M+ the Enter key if thisis a manufactured item made as a finished good from
akititem.

Type P+ the Enter key if this a pre-ordered item.

7. Web Type:

Type P+ the Enter key if theitem isapre-ordered item on your website.
8. Last Issue:

Issue date is automatically updated when you make an issue transaction (sale). Issue
transactions are updated by the "Transaction Data Entry Register'.

9. Last Receipt:

Receipt dateisautomatically updated when you make arecei pt transaction (purchase).
Receipts are updated by the "Transaction Data Entry Register'.

10. Last Order:

Order date is automatically updated by the system during the daily 'Sales Journal and
Invoice Update' on the Order Entry System Menu.

11. U/M & Case Qty:
Type aunit of measure for thisitem and Enter.

Note: If the U/M ismorethan Each, you may enter the case quantity.
This information prints on the 'Inventory Reorder Report'.

12. MSR Price:

Type the manufacturer suggested retail price and Enter.
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13. List Price:
Typethelist (selling) price for one unit of thisitem and Enter.
14. Beginning Cost:

The beginning unit cost field reflects the cost of the item at the beginning of a
processing period. This field is updated during the monthly 'Period-End Processing'
and is replaced by the amount of the average unit cost.

Note: Type ?+ the Enter key to access the Calculator.
15. Average Cost:

The system automatically updates the average unit cost from inventory receipt
transaction information.

16. Last Cost:

Thelast cost field isautomatically updated from inventory recei pt transactionsentered
in Purchase Order 'Transaction Data Entry' or Inventory ‘Transaction Data Entry".

17. Location:
Typethephysical location of thisitemand Enter (i.e. shelf, bin number, location, etc.).

Note: You have an option during physical count processing to sort
the count sheets by location or item code and to enter the count by
location code or by item code.

18. Order Quantity:

The order quantity is the default quantity during order and invoice data entry in the
Order Entry module.

19. Sfty Stk & Ld Tm:

Typetherequired days of stock to keep on hand and lead timein daysfor delivery and
Enter. Thisinformion is printed on the 'Inventory Reorder Report'.

20. EOQ:
Type the Economic Order Quantity calculated for thisitem and Enter.

Note: The EOQ is the quantity that should be ordered when the on-
hand quantity is equal or less than the item reorder point. This
guantity isderived fromvendor discount allowancesor fromvendor
pricebreaksfor thisitem. For example, if thereorder pointisten (10)
and the EOQ quantity is twenty (20), you would order twenty (20)
when the on-hand quantity drops bellow ten (10). The EOQ is the
default during 'Purchase Order Data Entry' and is listed on the
'Inventory Reorder Report' on the Inventory Control Report Menu.
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21. Reorder Point:
Type the quantity established for thisitem as areorder point and Enter.

Note: The reorder point should be based on lead time of vendor,
usageandimportance. Itemsthat reachtheir reorder point arelisted
on the'Inventory Reorder Report' located el sewherein thismanual.

22. Forecast:

The forecast field and the forecast level fields are calculated using the 'Update Item
Forecast' program on the Inventory Control Definition Menu.

23. Discontinued:
Thisflag defaultsto N if you press the Enter key.
Type Y+ the Enter key if thisitem has been discontinued.

Note: Discontinued items are listed on the Discontinued Inventory
List and are designated by an * on all other inventory reports.
During Order/Invoice Data Entry, the system prompts you with a
message as to whether or not you want to sell thisitem.

24. ABC Class:

Type A+ the Enter key to indicate thisitem is of importance.
Type B+ the Enter key if thisitem is of average importance.
Type C+ the Enter key if thisitem is of relative unimportance
25. Taxable:

Thisflag defaultsto Y if you pressthe Enter key. Salestax will be calculated during
order/invoice data entry.

Type N+ the Enter key if thisitem is not taxable (i.e. labor).
26. Commission:

Pressthe Enter key to accept thedefault of N. No commissionwill be calcul ated during
invoice data entry in the Order Entry module.

Type acommission level between 0-9 and Enter.

Note: Level commission percentages are used to allow different
percentages on item categories. Commission percentages are en-
tered in the Salesperson Masterfile and can be overridden during
order/invoice line item entry.

27. Quantities:

TypeY +the Enter key to print quantitiesfor thisitem on invoices, orders and quotes.
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28. Unit Price:
TypeY +the Enter key to print unit price for thisitem on invoices, orders and quotes.
29. AUC Option:
Type Y+ the Enter key if you want to update the item average cost.
Note: If left blank, the Inventory parameter setting will be used.
30. Flyer Item:  Price Code ID:
Type F+ the Enter key if thisitem isaflyer item, otherwise leave this field blank.

Note: Flyer items are not discounted during order and invoice data
entry in the Order Entry module,

Price Code ID's are imported from the United Stationers Catalog
import program.

31. Alt Sort:

Type an alternate sort key to control the print order of lineitemsin Order Data Entry.
32. Barcode:

Enter vendor bar code and Enter.

33. Warehouse:

Type avalid warehouse code and Enter.

34. Order Price:

Type C+ the Enter key if you do not want the operator to be able to change the order
price during order data entry.

TypeW+theEnter key if youwant theoperator to beissued awarningif theorder price
is changed.

Press the Spacebar to leave thisfield blank.
35. Invoice Price:

Type C+theEnter key if you do not want the operator to be able to changetheinvoice
price during invoice data entry.

Type W+ the Enter key if you want the operator to be issued awarning if theinvoice
price is changed.

Press the Spacebar to leave thisfield blank.
36. Order Cost:



Operating The Inventory Control System

Type C+ the Enter key if you do not want the operator to be able to change the order
cost during order data entry.

Type W+ the Enter key if you do want the operator to beissued awarning if the order
costischanged during order dataentry.peW+theEnter key if youdowant theoperator
to beissued awarning if the order cost is changed during order data entry.

Type F+ the Enter key if you want to force the cost entry during order data entry.
Press the Spacebar to leave thisfield blank.
37. Invoice Cost:

Type C+ theEnter key if you do not want the operator to be able to changetheinvoice
cost during invoice data entry.

Type W+ the Enter key if you want the operator to be issued awarning if theinvoice
cost is changed during invoice data entry.

Type F+ the Enter key if you want to force the cost entry during invoice data entry.
Press the Spacebar to leave thisfield blank.
38. Zero Warning:

Type Y+ the Enter key if you want the operator to be issued a warning when the
extended priceis equal to zero.

Type N+ the Enter key if you do not want the operator to be issued a warning when
the extended price is equal to zero.

Press the Spacebar to leave thisfield blank.

Note: This only applies during the conversion of an order into an
invoice.

39. Auto PO:

Type Y+ the Enter key if you want to automatically generate purchase ordersfor this
item.

40. Discount Class:
Press the Enter key to accept the default class code displayed.
Type ?+ the Enter key to view the Item Discount Class Selection window.

Note: Thediscount classcodeallowsthesystemto cal cul atedifferent
discounts for different item categories.

41. Product Category:

Pressthe Enter key to accept the category displayed or type ?+ the Enter key toview
the Product Code Selection window.
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42. Production:

Type a production code and Enter or type ?+ the Enter key to view the Production
Code Selection window. This codeis used to split orders into groups.

43. Freight Code:

Type afreight table code and Enter to have the system calculate freight on thisitem
during order/invoice data entry. The freight table maintenance program is located on
the Order Entry Definition Menu.

44. Weight:
Enter the weight of this product and Enter.
45. Country:

Typeacodefor the country of origen and Enter or type ?to display the Country Code
Selection Menu.a

46. HS:
Type aharmonized code and Enter.

Note: The cursor will advancefor you to enter a harmonized system
code extension per country. Default if no entry in Harmonized Code
per Country table.

47. s The Data Correct? (Y)es, (N)o, (C)ancel, (P)rint or (D)elete
Type Y to save the data entered. Return to the Item Sub-Menu.
Type N to return to the description field for editing in Step 4.

Type C to return to the Item Sub-Menu without saving any changes.

Note: (C)ancel will exit program without saving any parameter
changes.



Operating The Inventory Control System

Item Balance & Sales Display

Overview

Theitem beginning balance plusthe quantity received, plus or minusany adjustments,
minus the quantity issued, represents the ending balance (only on items tracked in
inventory). During Period-End Processing, thisending balanceisrolled over tothe new
beginning balance for the new current period and the recei pts, adjustments, issues and
physical count fieldsarereset to zero. The system al so trackstheitem quantity on open
purchases orders, open orders and quantity committed on invoices.

TheUnitsand Salesfiguresaresummarized from SalesAnalysissystem (if applicable).
The system cal cul ates the projected units and sales from this information.

Dates are stored for each item that displayslast receipt date, last adjustment, last issue
date, date of the last physical count and the last order date.
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Item Committed Display

50

Overview

The Item Committed Display searches the open order and invoice data files to
determine the quantity committed on all orders, quotes and invoices. Information
displayed showsthe ship-to name, number, line number, date, quantity committed and
the type (order, quote or invoice).
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Item Purchase Order Display

Overview

The system searches the open purchase order data file to list the vendor name, the
purchase order number, date of purchase order, required shipment date, the cost of the
item, the quantity ordered and any partial shipments.

Note: This program requires the Purchase Order module to be

installed.
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Item Vendor Maintenance

52

Overview

Aninventory item can have up to three vendor part numbers used in conjunction with
the Purchase Order Data Entry in the Purchase Order module. Each record contains
vendor number and name, comments, part number and number of days lead time.

Information from the Vendor Master Contact Maintenance in the Accounts Payable
module displays with each vendor record, including contact name, title, telephone
number and extension, terms code, credit limit and account balance.

Note: This maintenance program requires the Accounts Payable
module to be installed.
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Procedure

1. Choose Item Vendor Maintenance from the Item Sub-Menu.
Press F1 to enter maintenance mode.

Press F4 to return to the Item Sub-Menu.

2. Seq No:

Type a sequence number (1-99)+ the Enter key. Go to Step 3.
Press F2 to return to the vendor display window.
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3. Vendor:

Type a valid vendor codet the Enter key or type ? to display the Vendor Code
Selection window.

4. Comments:

Type up to aforty (40) character comment and Enter. Thisfield is optional.
Press CTRL+Y to display the edit help menu.

5. Part No:

Type avendor item part number+ the Enter key.

Press F2 to return to the prior input field.

Note: The vendor part number prints on the 'Inventory Reorder
Report By Vendor' on the Inventory Control Report Menu. The part
number displays on the Purchase Order Data Entry screen and can
be edited for multiple part numbers and prints on the purchase
order to theright of the item description.

6. Part Seq:

Type asequence number used for priority in Purchase Order Data Entry at the Vendor
Part Number input field and Enter.

Note: If you want one or more part numbers from the inventory
master to be the most common defaults, you can assign sequence
numbers accordingly.

7. Lead Time:

Type the number of days lead time required for thisitem from this vendor and Enter .
Thisfield is optional.

8. Is The Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept the data displayed. Go to Step 2.

Type N to edit the record and return to Step 3.

Type D to remove this record from the system. Go to Step 2.
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Item Forecast Notepad

54

Overview

The Item Forecast Notepad message can be selected to print on the 'ltem Forecast
Report' on the Inventory Control Report Menu.
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Procedure
1. Select Item Forecast Notepad on the Item Sub-Menu.
2. Item Forecast Message Maintenance:
Type up to seventy-five (75) characters of text and Enter.
Note: There are two lines of text, each 75 charactersin length.
Type CTRL+Y to display the edit help menu.
Press the ESC key, the F4 or F8 function keys to end text input.
7. 1s The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:
Type Y to accept the data and return to the Item Sub-Menu.
Type N to edit the information. Return to Step 2.
Type D to remove the message from the system and return to the Item Sub-Menu.
Type E to end input and return to the Item Sub-Menu
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Item Order Entry Notepad

Overview

The Item Order Entry Notepad has an option whether or not to print the item message
on invoices, orders and quotes and whether or not to display the message during order
and invoice entry. The item message prints below the item description and pricing.
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Procedure

1. Choose Item Order Entry Notepad on the Item Sub-Menu.
2. Invoice Print: [ ]

Type Y+ the Enter key to print item message on invoices.
Type N+ the Enter key not to print item message on invoices.
3. Order Print: [ ]

Type Y+ the Enter key to print item message on orders.
Type N+ the Enter key not to print item message on orders.
4. Quote Print: [ ]

Type Y + the Enter key to print item message on quotes.
Type N+ the Enter key not to print item message on quotes.
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56

5. Display: [ ]
Type Y+ the Enter key to display the message during order and invoice entry.
Type N+ the Enter key not display the message during order and invoice entry.
6. Item Order Entry Notepad Maintenance:
Type up to thirty (30) characters of text and Enter.
Note: There are five lines of text, each 30 charactersin length.
Type CTRL+Y to display the edit help menu.
Press the ESC key, the F4 or F8 function keys to end text input.
7. 1s The Data Correct? (Y)es, (N)o or (D)elete or (E)nd:
TypeY to accept the data and return to the Item Sub-Menu.
Type N to edit the information. Return to Step 2.
Type D to remove the record from the system and return to the Item Sub-Menu.

Type E to end input and return to the Item Sub-Menu
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Item Purchase Order Notepad

Overview

The Item Purchase Order Notepad has an option whether or not to print the item
message on purchase orders and whether or not to display the message during purchase
order entry. The message prints below the item description and cost.
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Procedure
1. Choose Item Purchase Order Notepad on the Item Sub-Menu.

2. PO Print: [ ]

Type Y + the Enter key to print item message on purchase orders.

Type N+ the Enter key not to print item message on purchase orders.

3. PO Display: [ ]

Type Y+ the Enter key to display the message during purchase order entry.
Type N+ the Enter key not display the message during purchase order entry.

4. Reorder Report: [ ]

Type Y + the Enter key to print item message on the 'Inventory Reorder Report'.
Type N+ the Enter key not to print item message on the report.
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5. Item Notepad Maintenance:
Type up to thirty (30) characters of text and Enter.
Note: There are five lines of text, each 30 charactersin length.
Type CTRL+Y to display the edit help menu.
Press the ESC key, the F4 or F8 function keys to end text input.
6. Is The Data Correct? (Y)es, (N)o o (D)elete:
Type Y to accept the data and return to the Item Sub-Menu.
Type N to edit the notepad information. Go to Step 2.

Type D to delete the notepad information from the system and return to the Item Sub-
Menu.

Type E to the input and return to the Item Sub-Menu.
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Item Customer Contract Display

Overview

The ltem Customer Contract Display listsall customers who have contract pricing for
this particular inventory item. Contract pricing is entered on the Customer Masterfile
Sub-menu using 'Customer Contract Maintenance'.
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Item Transaction Audit Display

60

Overview

The monthly Item Transaction Audit Display tracks all of the adjustments, receipts,
issuesand physical count quantitiesprocessed during aninventory period only onitems
that are tracked in inventory. The data can be displayed in (YYYYMMDD) format.

Thereference information refersto the reference number and line number assigned to
eachitemin'Transaction DataEntry' onthelnventory Control System Menuand onthe
Purchase Order System Menu. If the issues are updated from the 'Daily Sales Journal
& Update' inthe Order Entry modul e, the reference number will betheinvoice number
and linenumber. Thisoptionisselected in the'lnventory Parameters' on the Inventory
Control Definition Menu.
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Item Transaction Audit History

Overview

Theltem Transaction Audit History displaysthe sameinformation asthemonthly audit
display shown on the previous page.
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Item Kit Detail

Overview

The Item Kit Detail allows you to enter each component item number that is used to
make up afinished item and the quantity of each component. The finished item must
have an item type of 'K" in Item Status Maintenance.
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Procedure
1. Choose Item Kit Detail on the Item Sub-Menu.

Press Enter to scroll through the item kit details.
Press F1 to enter maintenance mode.

Press F2 to display printer options.

Press F4 to return to the Item Sub-Menu.

2. LineNo:

The system automatically assigns the next available line number. Pressthe Enter key
to accept the line number displayed.

3. Item Code:

Type avalid inventory item+ the Enter key or type ? to display the Inventory Item
Selection window.
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Press F4 to return to the Item Sub-Menu.

4. Quantity:

Type the quantity+ the Enter key (1-9999999) included in the kit.

Press F2 to return to the prior input field.

5. Quote Print:

Type Y+ the Enter key if you want this kit item to print on quotes.

Type N+ the Enter key if you do not want to print this kit item on quotes.
6. Order Print:

Type Y+ the Enter key if you want this kit item to print on orders.

Type N+ the Enter key if you do not want to print this kit item on orders.
7. Invoice Print:

Type Y+ the Enter key if you want this kit item to print on invoices.
Type N+ the Enter key if you do not want to print this kit item on invoices.
8. Is The Data Correct? (Y)es, (N)o or (D)elete:

Type Y to accept the data and return to Step 2..

Type N to edit the information. Return to Step 4.

Type D to remove the record from the system and return to Step 2.

63



Operating The Inventory Control System

Item Royalty Maintenance

64

Overview

Item Royalty Maintenance allowsyou to enter an amount of royalty or apercentage of
royalty based on the selling price of aninventory item. Y ou can establish arecord for
each vendor involved in your program (Accounts Payable must be installed).

There are reports on the Inventory Control Report Menu to reflect these calculations.
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Procedure
1. Choose Item Royalty Maintenance on the Item Sub-Menu.
2. Vendor:

Type avalid vendor code and Enter or type ? to display the Vendor Code Selection
window.

Press F4 to return to the I[tem Sub-Menu.
3. Type:

Type P+ the Enter key if you want to use a percentage for royalty calculation. Go to
Step 5.

Type A+ the Enter key if you want to enter an amount.

Press F2 to return to the previous input field.
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4. Amount:

Type the royalty amount per unit and Enter. Go to Step 6.

5. Percentage:

Type the royalty percentage per unit and Enter.

6. Is The Data Correct? (Y)es, (N)o or (D)elete or (E)nd:

Type Y to accept the data displayed and go to Step 2.

Type N to edit the data and return to Step 2.

Type D to remove the record from the system and return to the Item Sub-Menu.

Type E to end input and return to the [tem Sub-Menu.
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Item History Display

66

Overview

The Item History Display stores transaction data from January through December for
an entire year. The information stored is sales dollars, beginning balances, issues,
adjustment and receipt quantities.

Thisinformation can be purged by month or by year, depending on how you answered
the Purge History question in the 'Inventory Control Parameters' on the Inventory
Control Definition Menu.
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Procedure

1. Choose Item History Display on the Item Sub-Menu.
2. Year:
Type the year you want to display in YYY'Y format and Enter.

Note: The system displays January through December for the year
you specified.

Press F4 to return to the ltem Sub-Menu.
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Transaction Data Entry

Overview

Transaction Data Entry allowsyou to enter inventory adjustments, receipts and issues
for any itemintheinventory masterfile. Adjustments can be aplusor minus depending
on how you are adjusting the on-hand quantity. Receipts add to the on-hand quantity
and issues subtract from the on-hand quantity.

Receiptsare updated from ‘Transaction Data Entry' in the Purchase Order moduleto the
Inventory Control system. Receipts can also be entered in "Transaction Data Entry' on
the Inventory Control System Menu. Issues are updated on the 'Daily Sales Journal &
Update' in the Order Entry module. Adjustments are made only through "Transaction
Data Entry" in the Inventory Control system.
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Procedure

1. Choose Transaction Data Entry from the Inventory Control System Menu.
2. Transaction:

Type A+ the Enter key to enter inventory adjustments to either add or subtract from
the on-hand quantity.

Type R+ the Enter key to enter inventory receipts to add to the on-hand quantity.

Typel+the Enter key to enter inventory issuesto subtract from the on-hand quantity.
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Press F4 or F8 to return to the Inventory Control System Menu.

Note: Inventory receipts are usually updated from the Purchase
Order module and inventory issues are updated during the Daily
Sales Journal and Update in Order Entry.

3. Reference:

Type up to aseven (7) character apha-numeric reference number and Enter.
Note: The system automatically generates line numbers.

4. Inventory ltem:

Type avalid inventory item code and Enter or type ? to display the Inventory Item
Selection window.

5. Distribution Code:

Thedistribution code is displayed from theinventory item that you selected in Step 4.
Pressthe Enter key to accept the code or override with another valid distribution code.

6. Qty:
Type the quantity+ the Enter key for this transaction.

Note: If youareentering adjustments, you must enter theunit cost for
thisitem. If you are entering receipts, the last unit cost is displayed
on the screen. Issues do not display a unit cost field but does use the
average cost from each inventory item.

7. Unit Cost:

Press the Enter key to accept the cost displayed or type the amount+ the Enter key
to enter anew cost.

8. Is The Data Correct? (Y-N-Line #-DELETE):

Type Y+ the Enter key to accept the data. Go to Step 2.

Type N+ the Enter key to edit the data. System returns to the first line item entered.
Type the line number + the Enter key to edit that line number.

Type'DELETE' or press F7 to removethe entire entry from the system. Go to Step 2.
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Transaction Data Entry Register & Update

Overview

TheTransaction DataEntry Register listsissues, adjustmentsand receiptsby reference
number, line number, item and item description, unit of measure, distribution code,
quantity, cost and extension. The number of transactions, number of units and total
costs for issues, receipts and adjustments are displayed on the screen.

The register must be printed before transactions can be updated.

i ] =] Ery Regieter 12530 PH

Frint invencory cransaccion regqiscer? TWioa or (Hiog .

Procedure

1. Choose Transaction Data Entry Register & Update on the Inventory Control System
Menu.

2. Warehouse:
Select a valid warehouse number to print and Enter.

Note: This option only displayed if you have multiple warehouse
locations.

3. Print Inventory transaction register? (Y)esor (N)o:
TypeY to print the transaction register.
Type N to return to the Inventory Control System Menu.

4. Choose the appropriate printer for this report.
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Transaction Data Entry Register Sample
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Physical Inventory System Menu

Overview

ThePhysical Inventory System allowsyou to create aphysical count file by inventory
item or by location that produces physical count sheets used in the process of taking an
actual physical inventory. The system allows you to input the physical count figures,
producing aphysical count summary report. The report lists the variance between the
on-hand count when the count sheets were produced and the on-hand counted during
the physical inventory, posting this variance to each item processed in the physical
count data entry.

Note: It is important that the physical count information be pro-
cessed before any inventory isissued or received and before com-
pleting Period-End Processing in the Inventory Control module.

_

I- Total Oroer Flaa 2002, 0 =
Illur 11 FEYE ] I nt Compae 1 ' Term: Ta

i'l'ir.-r\-l F163 P Inventory Control [ates DESZFSIN0LE
= Fh alcal Invsnlasy Spsten e
|
. Primt Fhynical Comnt Shesis
Physical Ooumi Data Entry
[O. Phy=ical Cousmt Sumsaly Baporr
Enlas oplich (CTHLEAT = Hmlp] = |.|

71



Operating The Inventory Control System

Create Physical Count File

72

Overview

Create Physical Count Sheets sorts selected inventory items into a count file in item
order and by physical location, with an option toincludeitemsnot tracked ininventory.
In order to sort by physical location, inventory items are required to include a bin
location. This provides an efficient method for counting inventory quantities.

Theitem range and | ocation range options can be used to create count valuesfor arange
of items, alowing for a partia physical count.
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Procedure

Note: The system will display the following message if there is a
physical count present in the count file that has not been completed:
'Warning: Physical Count File Exists. If You Clear Current File All
Physical Count Data Entry Will Be Lost. Clear Physical Count File?
(Y)esor (No?

Type Y+ the Enter key to clear the current count file data.

Type N+ the Enter key to continue with the current count file.
1. Choose Create Physical Count File on the Physical Inventory System Menu.
2. Warehouse:

Type avalid warehouse number and Enter.
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3. First Item:

Typeavalidinventory itemand Enter or type? to display thelnventory Item Selection
window.

Press F4 to return to the Physical Inventory System Menu.
4, Last Item:

Typeavalidinventory itemand Enter or type? to display thelnventory Item Selection
window.

Press F2 to return to the prior input field.

5. First Location:

Type thefirst location and Enter or leave blank if locations are not an option.
6. Last Location:

Type the last location and Enter or leave blank if locations are not an option.
7. Not-Tracked Items:

Type N+ the Enter key to exclude items not tracked in inventory.

Type Y+ the Enter key to include all items except for kit items.

8. Discontinued:

Type Y+ the Enter key to include discontinued items on the count sheet.
Type N+ the Enter key to exclude discontinued items.

9. ABC Class:

Type the classification code for the physical count and Enter.

Pressthe Enter key to leave thisfield blank and create the physical count file for the
inventory items.

10. Create physical count file? (Y)esor (N)o:
Type Y+ the Enter key to begin file creation.
Type N+ the Enter key to return to the Physical Inventory System Menu.
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Print Physical Count Sheets

74

Overview

Physical count sheets can be printedininventory item order or by the physical location
of the inventory items selected in 'Create Physical Count Sheets'. The count sheets
include the item number or location, discontinued item flag, item description, unit of
measure and aline for the quantity counted during the physical inventory.
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Procedure

1. Choose Print Physical Count Sheets on the Physical Inventory System Menu.
2. Sort Option:

Type L+ the Enter key to print count sheets by location. Proceed to Step 5.
Type |+ the Enter key to print count sheets by item number.

3. First Item:

Typeavalidinventory itemand Enter or type ?to display thelnventory Item Selection
window.

Press F4 to return to the Physical Inventory System Menu.
4. Last Item:

Typeavalidinventory itemand Enter or type ?to display thelnventory Item Selection
window.
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Press F2 to return to the prior input field.
5. First Location:

Type thefirst location and Enter .

6. Last Location:

Type the last location and Enter.

7. Select the appropriate printer for this report.
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Physical Count Sheets Sample
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Physical Count Data Entry

Overview

The Physical Count Data Entry program allows you to enter the actual count for all
inventory items that were printed on the Physical Count Sheets. The count can be
entered by (I)nventory item or by (L)ocation. The system automatically displays the
firstitem from the physical count file, itslocation and the unit of measurefor that item.
Thecursor will advanceto the count input field. Typethe quantity from the count sheet
for thisitem and press the Enter key. The next item in order displays on the screen.
Continue to enter the quantities until all items are accounted for.
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Procedure
1. Choose Physical Count Data Entry from the Physical Inventory System Menu.
2. Sort:
Type L+ the Enter key to enter the count in location order.
Type |+ the Enter key to enter the count in item number order.
Press F4 to return to the Physical Inventory System Menu.
3. Item Code:
Note: The first item in the count file automatically displays on the

screen along with the location and unit of measure.
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Pressthe Enter key to accept theitem code displayed or type ? to display the Inventory
Item Selection window.

Press F2 to return to the prior input field.
4. Count:
Type the count quantity for thisitem and Enter.

Note: Once you have entered the count for an item, the system
automatically bringsup thenext iteminthe physical count file. This
saves time by not having to type in each item or location code.

78



Operating The Inventory Control System

Physical Count Summary Report

Overview

The Physical Summary Report lists the item and item description, unit of measure,
actual physical count and count values, the on-hand count and count values when the
count filewas created. Thereport reflectsthe variance count and dollar val ues between
the actual physical count and the on-hand balances for each product category.

The report must be printed before transactions can be updated.
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Procedure

1. Choose Physical Count Summary Report on the Physical Inventory System Menu.
2. Print physical count summary report? (Y)esor (N)o:

TypeY to print the summary report.

Type N to return to the Inventory Physical Inventory System Menu.

3. Select the appropriate printer for this report.
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Physical Count Summary Report Sample

B ]
(TP Blask [ 8 BN | 1 1.0k i W
Imim Eed Ink r [ ] ¥ i 1.0 + LH
L] B Gek -1 1] 1 ] 4] i
(LS TR ] rarls =k T oem 1] 1 - i 1.8 3 in
[T e | [ [ [ " " hi
A ] Haich Subi 1 43 [T < 1k * T
T S Tolben Buk § 2H [ o i a
T ] B Iu 3 B [ 1] -} 3 i 8
] ks 3l T oE ar 1 e d] b
Barale i [ERLE 2]
Bepmii Tebide e i (PR 1 .8
-

80



Operating The Inventory Control System

Catalog Import Menu

Overview

TheCatal og Import program providesthe capability of importing the United Stationers

and the S. P. Richards catalog from

diskettes into the Total Order Plus Inventory

Control ItemMasterfile. Eachitemisupdated with pricingand'flyer' pricing structures.
Theitemsto beimported are determined by the user. The import program will prompt
you for price and flyer plans.
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United Stationers Import Format

82

_
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Procedure
1. Choose the United Stationers Catal og Unitape Format on the Catal og | mport Menu.
2. Product Code:

Type avalid product code and Enter or type ? to display the Product Code Selection
window. Press the Enter key to bypass the product code.

Press F4 to return to the Catalog Import Menu.
3. Distribution Code:

Type avalid distribution code and Enter or type ? to display the Distribution Code
Selection window. Distribution code is required for sales revenue.

Press F2 to return to the prior input field.
4. Discount Class:

Typeavaliddiscount classcodeand Enter or type?to display the Discount Class Code
Selection window. Press the Enter key to bypass the class code.

5. Product Category:

Type avalid product category and Enter or type ? to display the Product Category
Selection window. Press the Enter key to bypass the product category.
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Note: Each item should have a product code, product category for
reporting purposes and a discount class for discount percentages..
The distribution code is required for sales revenue distribution.

6. Commission:

Type acommission level for these items (0-9) and Enter.

Type N+ the Enter key if you do not want items to have a commission level.
7. Filename:

Type avalid filename to import and Enter.

Note: The filenamesfor United Sationers must be downloaded into
a directory named IMPORT under the TOP directory.

8. All Files:

TypeY +theEnter key toimportall disk filesbeginning with filenamespecifiedin Step
7.

Type N+ the Enter key to import only the one file specified.

9. First Time:

Type Y+ the Enter key if thisthe first time you are loading the diskettes.
Type N+ the Enter key if you have imported the diskettes before.

10. Remove Old:

Type Y+ the Enter key if you want to remove al of the old catalog records before
importing the new records.

Type N+ the Enter key to overwrite the old catalog records.
11. Cost Column:

Type which column you want to use for cost and Enter.

12. Price Plans:

Type one or multiple price plans, two (2) characters each, up to 14 price plans and
Enter.

13. Price Column:

Type which column you want to use for pricing and Enter.

14. Flyer Plans:

Typeoneor multipleflyer plans, two (2) characterseach, upto 14 flyer plansand Enter .

15. Price Column:
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Type which column you want to use for pricing and Enter.
16. Begin Catalog Import?: CR=Yes, (N)o or (E)nd:

Press the Enter key to begin import.

Type N to edit the data. Go to Step 2.

Type E to return to the Catalog Import Menu.

Note: See United Stationer'sdocumentation for moreinformationon
price plans and flyer plans. United Stationers provides the price
plansto each of their resellers.
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S. P. Richards Import Items
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Procedure
1. Choose the S. P. Richards Import Items on the Catalog Import Menu.
2. Product Code:

Type avalid product code and Enter or type ? to display the Product Code Selection
window. Press the Enter key to bypass the product code.

Press F4 to return to the Catalog Import Menu.
3. Distribution Code:

Type avalid distribution code and Enter or type ? to display the Distribution Code
Selection window. Distribution code is required for sales revenue.

Press F2 to return to the prior input field.
4. Discount Class:

Typeavaliddiscount classcodeand Enter or type?to display the Discount Class Code
Selection window. Press the Enter key to bypass the class code.

5. Product Category:

Type avalid product category and Enter or type ? to display the Product Category
Selection window. Press the Enter key to bypass the product category.
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86

Note: Each item should have a product code, product category for
reporting purposes and a discount class for discount percentages..
The distribution code is required for sales revenue distribution.

6. Commission:

Type acommission level for these items (0-9 or N) and Enter.

Type N+ the Enter key if you do not want items to have a commission level.
7. Filename:

Type avalid filename to import and Enter.

Note: This file for S. P. Richards must be downloaded into a
directory named IMPORT under the TOP directory.

8. Remove Old:

Type Y+ the Enter key to remove all of the old catalog records before importing the
new records.

Type N+ the Enter key to overwrite the old catalog records.
9. Begin Catalog Import?: CR=Yes, (N)o or (E)nd:

Press the Enter key to begin import.

Type N to edit the data. Go to Step 2.

Type E to return to the Catalog Import Menu.

Note: S. P. Richards import item program creates new inventory
items each quarter with a new list price.



Operating The Inventory Control System

S. P. Richards Import Pricing
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Procedure
1. Choose the S. P. Richards Import Pricing on the Catalog Import Menu.
2. Product Code;

Type avalid product code and Enter or type ? to display the Product Code Selection
window. Press the Enter key toinclude all product codes.

Press F4 to return to the Catalog Import Menu.
3. File Name:
Type avalid filename to import and Enter.
Note: Thisprogramwill importandreplaceall of theitemcost fields.
4. Begin Catalog Import?: CR=Yes, (N)o or (E)nd:
Press the Enter key to begin import.
Type N to edit the data. Go to Step 2.
Type E to return to the Catalog Import Menu.
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Import/Export File Menu

Overview

The Export Item Master File allows you to export arange of inventory itemsto atext
file that can be imported into a spreadsheet program to be used as a price list, catalog,

etc.
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The export program creates afile for you to import into a spreadsheet program to edit
the item prices. Once the prices are updated, you can then import the items back into

the item master to reflect your price changes.
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Export Item Masterfile

Overview

The Inventory Export program exports data from the Inventory Item Masterfile to an
ASCII text file. This information can be imported into a desktop publishing or
worksheet program and can be used to create a catalog, price list, etc.

Y ou can export a range of inventory items or the entire inventory, with an option to
include line feeds at the end of each line for the file format.
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Procedure
1. Choose Export Item Master File on the Import/Export File Menu.
2. First Item:

Typeabeginning inventory item codeand Enter or type?todisplay thelnventory Item
Selection window.

Press F4 to return to the Import/Export File Menu.
3. Last Item:

Type an ending inventory item code and Enter or ? to display the Inventory Item
Selection window.

Press F2 to return to the previous input field.
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4. Format:

Type 1+ the Enter key to export itemswithout alinefeed or carriage return at the end
of each line.

Type 2+ the Enter key to export items with aline feed and carriage return at the end
of each line.

Type 3+ the Enter key if you are exporting the data to PageM aker for |abels.
Type 4+ the Enter key if you want a custom file format.

5. Item Type:

Type Y+ the Enter key to export items that are used for pricing only.
Type N+ the Enter key to export items that are tracked in inventory.

Type K+ the Enter key to export only kit items.

Pressthe Enter key to leave thisfield blank and export al inventory items.
6. Begin export? (Y)es, (N)o or (E)nd:

TypeY to begin the file export.

Type N to edit the data. Go to Step 2.

Type E to return to the Import/Export File Menu.

Note: Location of theitemmaster filenamewill display onthescreen
as../EXPORT/ITM_MASTXT.
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Export Item Price File

Overview

Inventory items can be exported to atemporary text file to be used for entering price
changes. Thetext file can beimported into aspreadsheet program. Theitem code, item
description and current price will be displayed in the spreadsheet. You will have a
column to enter the new price. Onethe price changes are complete, you canimport this
same file back into the item master using 'Import Item Price Fil€'.
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Procedure
1. Select Export Item Price File on the Import/Export File Menu.
2. First Item:

Typethefirst inventory item to export and Enter or type ? to display the Iltem Master
Display Window.

Press F4 to return to the Import/Export File Menu.
3. Last Item:

Typethe last inventory item to export and Enter or type ? to display the Item Master
Display Window.

Press F2 to return to the previous input field.
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4. [tem Type:

Type Y+ the Enter key to export items that are used for pricing only.

Type N+ the Enter key to export items that are tracked in inventory.

Type K+ the Enter key to export only kit items.

Pressthe Enter key to leave thisfield blank and export al inventory items.

5. Options:

Enter export option: 1) Export price, 2) Export cost, 3) Export price & cost
Note: Do Not Remove Columns Before Importing Back Into TOP

6. Export File:

Pressthe Enter key to accept the file name as dsiplayed on your screen or enter your
own file name.

Note: The file will be created in the EXPORT folder directory as
ITEM_PRICE_FILE.TXT.

7. Begin Export? (Y)es, (N)o or (E)nd:

TypeY to begin the file export.

Type N to edit the data. Go to Step 2.

Type E to return to the Import/Export File Menu.
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Import Item Price File

Overview

The import file that was created using the 'Export Item Price File' must be in the
IMPORT folder under the TOP directory in order to import price changes. The file
name will display on your screen and the date the file was created.

_
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Procedure

1. Select Export Item Price File on the Import/Export File Menu.

2. File Name:

The ITEM_PRICE_FILE.TXTfile must be in the /TOP/IMPORT directory.
Press F4 to return to the Import/Export File Menu.

The date the file was created and the option selected is displayed on your screen.

3. Beginimport? (Y)es, (N)o or (E)nd:

TypeY to begin the file export.

Type N to edit the data. Go to Step 2.

Type E to return to the Import/Export File Menu.
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Export Item File for Import

94

Overview

Thisprogram exportsall fieldsin theitem master so you can import thefileinto Excel
to make changes. Onceyou completethe changes, you can copy thefiletothel MPORT
folder to import the changes back into the item master.

_
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Procedure

1. Select Export Item File for Import on the Import/Export File Menu.
2. Export Option:

Enter the export option of E to create afile of itemsthat can be edited or N to create a
file with column headings for new items.

3. First Item:

Typethefirst inventory item to export and Enter or type ? to display the Iltem Master
Display Window.

Press F4 to return to the Import/Export File Menu.
4. Last Item:

Typethelast inventory item to export and Enter or type ? to display the Item Master
Display Window.

Press F2 to return to the previous input field.
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4. [tem Type:

Type Y+ the Enter key to export items that are used for pricing only.
Type N+ the Enter key to export items that are tracked in inventory.
Type K+ the Enter key to export only kit items.

Pressthe Enter key to leave thisfield blank and export al inventory items.
5. Discontinued:

Type Y+ the Enter key to include discontinued items in this export.
Type N+ the Enter key not to include discontinued items.

6. Delimiter:

Enter text filedelimiter:  (C)omma, (T)ab or (P)ipe format.

7. Export File:

Thefilename../EXPORT/ITEM_EDIT.TXT displaysonyour screen. Y ou can edit the
name if you want to change the description of the TXT file but not the folder name.
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Import Item File

96

Overview

Y ou aregoing to import thefile ../EXPORT/ITEM_EDIT.TXT that you created inthe
Export Item File program on the previous page. If you created an Edit file you must
import the Edit file, likewisewith aNew file. Thefilethat was created inthe EXPORT
folder must be copied to the IMPORT folder in order to be able to run this program.
Otherwise, you will see this message: Warning! Import File Not Found.

_
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Procedure
1. Select Import Item File on the Import/Export File Menu.

2. Import Options:
Enter the import option of E toimport the item edit file or N to import new items.
2. Delimiter:

Enter text filedelimiter:  (C)omma, (T)ab or (P)ipe format that you used in exporting
thisfile.

3. Import File:
Thefile name ../IMPORT/ITEM_EDIT.TXT displays on your screen.
Press the Enter key to begin the import.
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Export Item File - Single Field

Overview

Thisexport programlet you export onefield fromtheitem master for editing. Thefields
are displayed with the option to use your arrow keys to select the field to export.

_

Procedure
1. Select Export Item File - Single Field on the Import/Export File Menu.
2. Field Name:

Use the arrow keys to select the single field you want to export and the field name
displays on your screen.

3. First Item:

Typethefirst inventory item to export and Enter or type ? to display the Iltem Master
Display Window.

Press F4 to return to the Import/Export File Menu.
4, Last Item:

Typethelast inventory item to export and Enter or type ? to display the Item Master
Display Window.

Press F2 to return to the previous input field.
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5. Item Type:

Type Y+ the Enter key to export items that are used for pricing only.
Type N+ the Enter key to export items that are tracked in inventory.

Type K+ the Enter key to export only kit items.

Pressthe Enter key to leave thisfield blank and export al inventory items.
6. Discontinued:

Type Y+ the Enter key to include discontinued items in this export.

Type N+ the Enter key not to include discontinued items.

7. Export File:

Thefile name ../EXPORT/ITEM_EDIT _ITEM_DESC.csv displays on your screen.
The file name ITEM_EDIT will include the name of the field you selected i.e.
ITEM_DESC.

Press the Enter key to begin the export.
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Import Item File - Single Field

Overview

Thefile../IMPORT/ITEM_EDIT ITEM_DESC.csv displaysonyour screenif thefile
ITEM_EDIT filewascopied fromthe EXPORT folder tothe|M PORT folder whenyou
created thefile. Thesinglefield you selected will beimported back into theitem master
or you will see this warning on your screen: Warning! Import File Not Found.
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Procedure
1. Select Import Item File - Single Field on the Import/Export File Menu.
2. Field Name:

Usethearrow keysto select thefield nameyou sel ected onthe Export Item File- Single
Field program.

3. Import File:

The file name diesplays on your screen along with the field name i.e. ../IMPORT/
ITEM_EDIT_ITEM_DESC.csv.

Pressthe Enter key to begin the import. File specifications and date displays on your
screen.
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Export Item History

100

Overview

This program exports twelve months of item history for a specified period of time.
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Procedure
1. Select Export Item History on the Impor/Export File Menu.
2. First Item:

Typethefirst inventory item to export and Enter or type ? to display the Iltem Master
Display Window.

Press F4 to return to the Import/Export File Menu.
4. Last Item:

Typethe last inventory item to export and Enter or type ? to display the Item Master
Display Window.

Press F2 to return to the previous input field.
5. Item Type:
Type Y+ the Enter key to export items that are used for pricing only.
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Type N+ the Enter key to export items that are tracked in inventory.

Type K+ the Enter key to export only kit items.

6. History Year:

Type the year of history you want to export and Enter.

7. History Month:

Typethemonth tostartintheyear selected and Enter. Twelvemonthswill beexported.
8. History Type:

Enter the type of history to export: (S)ales, (B)eginning balance, (I)ssues, (R)eceipts
or (A)djustments and Enter.

9. File Name:
File name ../EXPORT/KIT_HST _2011.TXT displays on your screen.
Press the Enter key to begin the export.
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Inventory Period-End Menu

102

Overview

During Period-End Processing, you have the option to print the Inventory Movement
Report and the Inventory Audit Report (the audit report print is determined by aflag
in the Inventory Control Parameters). These reports provide an audit trail of all
transactions posted during the current accounting period. Only items that are tracked
ininventory areincluded. They reflect adjustments, receipts, issuesand physical count
entries processed for the period and any inventory movement transactions processed
for the period.

Period-End Processing clears all period-to-date totals and establishes a beginning on-
hand balance for each item tracked in inventory. The transaction audit file is also
cleared, if applicable.
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Inventory Movement Report

Overview

The Inventory Movement Report allows you to print arange of inventory items with
an option to include discontinued items, kit items and items tracked in inventory. The
report lists the inventory item and description, unit of measure, beginning balance,
number of receipts, issues and adjustments, ending balance. Sub-totals are printed for
each inventory product category.

This report is optional during Period-End Processing.

_
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Procedure
1. Choose the Inventory Movement Report from the Inventory Period-End Menu.
2. First to Print:

Typeavalidinventory itemand Enter or type? to display thelnventory Item Selection
window.

Press F4 to return to the Inventory Period-End Menu.
3. Last to Print:

Typeavalidinventory itemand Enter or type? to display thelnventory Item Selection
window.

Press F2 to return to the previous input field.
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4. Discontinued:

Type Y+ the Enter key to include inventory items that have been discontinued.
Type N+ the Enter key not to include discontinued items.

5. Item Type:

TypeY +the Enter key toincludeinventory itemstracked in inventory and kit master
items.

Type N+ the Enter key to exclude items tracked in inventory and kit master items.

6. Select the appropriate printer for this report.
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Inventory Movement Report Sample
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Inventory Audit Report

106

Overview

Thelnventory Audit Report allowsyouto print arange of inventory itemsthat includes
issues, receipts, adjustmentsand physical count quantities. Y ou have an optionto print
by source code: (1)ssues, (R)eceipts, (A)djustments or (P)hysical count.

Thisreport isoptional during Period-End Processing. Thereisaflag in the'Inventory
Parameters' that allows you the option of whether or not you want to include a
transaction audit file. Inventory Parameters are located on the 'Inventory Definition
Menu' section located elsewhere in this manual.

The audit report is used to track period transaction receipts from the Purchase Order
module, issues (sales) from the Order Entry module, adjustments from the Inventory
Control module and physical count quantities from the Physical Inventory module.

The report lists the inventory item and description, unit of measure, date of each
transaction, source of each transaction, reference number, quantity and cost. The
reference number is tracked along with each line item number so you can track back
to the source document responsible for each entry.

_

T st ¢ Aurdit Beyg t 133 L
E EH - 1 Kl
1 114
F NG/ 202
L B 302082
L I d [In= E i L% | e Fhysloal]l « F r &
F2 = Prlo:

Procedure
1. Choose the Inventory Audit Report from the Inventory Period-End Menu.
2. First to Print:
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Typeavalidinventory itemand Enter or type? to display thelnventory Item Selection
window.

Press F4 to return to the Inventory Period-End Menu.
3. Last to Print:

Typeavalidinventory itemand Enter or type? to display thelnventory Item Selection
window.

Press F2 to return to the previous input field.
4. First Date:

Type the beginning date to print and Enter. No dashes or slashes are required. The
system will insert the current century and year.

5. Last Date:

Typetheending dateto print and Enter . No dashes or slashesarerequired. The system
will insert the current century and year.

6. Source:

Type the source code you want to include: (I)ssues, (R)eceipts, (A)djustments or
(P)hysical Count and Enter.

Press the Spacebar + the Enter key to include all source codes.

7. Select the appropriate printer for this report.
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Inventory Audit Report Sample
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Period-End Processing

Overview

Period-End Processing resets receipts, adjustments, issues and physical count quanti-
ties to zero and recalculates the beginning on-hand balance for each item. The
transaction fileis cleared for the next period.

The Transaction Audit Report tracks all inventory transactions for the month. This
report is activated in the 'Inventory Control Parameters' located elsewhere in this
manual. If you do not want to track inventory activity, set the flag to (N)o. Otherwise,
the period-end processing procedure will issue a warning message to make sure you
print the audit report prior to closing the current month.

Are wou ready oo apdsts pariod-and [Yimn ar (Wla .
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Valued Inventory Report

Sorted Inventory Report
Inventory Reorder Report
Inventory Reorder Report By Vendor
Discontinued Inventory List
Inventory Price List
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Distribution Code List

Item Bin Label Print

Iltem Forecast Report

Item Royalty List

Item Royalty Report

Item Royalty Report - Advanced
Item History Report

Excess Inventory Report
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Inventory Control Reporting System

Inventory Control Report Menu

Overview

Thelnventory Control Report Menu listingsreports detailed information oninventory
items, calculates the value of your on-hand quantities, allows you to sort inventory
reports by product category, discount class, bin locations, production val ues, forecast-
ing and thereorder reports can be used for purchasing. All of thereportshave an option
toincludeitemsthat are used for pricing only, itemstracked, manfactured or kit items.

Theinventory pricelist can be used by your salespersons/managers as a price book for
sales. Y ou have the option to print item bin labelsto help tag your inventory itemsfor
amoreefficient physical inventory. Other reportsincludeitem forecast, item royalties
and a General Ledger distribution code list.
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Inventory Masterfile List

112

Overview

The Inventory Masterfile List prints the item code and description, unit of measure,
economic order quantity, reorder point, date of last issue (sale), date of last receipt,
general ledger distribution code, average cost and the unit price.

Y ou have an option to print arange of inventory items and whether or not to include
'Discontinued' inventory items, itemsthat arepart of akit or itemstracked ininventory.
The reports breaks, by segment one and segment two codes, depends on how you set
upthetotal breaksinthe'Inventory Control Parameter Maintenance', located el sewhere
in this manual.

Procedure
1. Choose the Inventory Masterfile List from the Inventory Control Report Menu.
2. First to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F4 to return to the Inventory Control Report Menu.
3. Last To Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.
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Press F2 to return to the prior input field.

4. Discontinued:

Type Y+ the Enter key to include discontinued items on the report.

Type N+ the Enter key not to include discontinued items.

5. Item Type:

Type Y+ the Enter key to list items not tracked in inventory.

Type N+ the Enter key to include items tracked in inventory.

Type K+ the Enter key to list only items marked as kits.

Press the Spacebar to include all types on the report.

6. Freight Table:

Type Y+ the Enter key to print freight amounts from the freight table on this report.
Type N+ the Enter key not to list freight amounts.

7. O/E Notepad:

Type Y+ the Enter key to include the item Order Enter notepad information.
Type N+ the Enter key not to include the notepad information.

8. P/O Notepad:

Type Y + the Enter key to include the item Purchase Order notepad information.
Type N+ the Enter key not to include the notepad information.

9. Select the appropriate printer for this report.
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Inventory Masterfile List Sample
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Valued Inventory Report

Overview

The Valued Inventory Report prints the item code and description, date of last issue
(sale), date of last receipt, general ledger distribution code, unit of measure, unit cost
(average), quantity on-hand and the on-hand value (cal culated by multiplying cost by
guantity). Y ou have an option to print arange of inventory items, select awarehouse,
print a summary report by product category without detail, whether or not to include
inventory items flagged as 'Discontinued’, items that are part of akit or items tracked
in inventory.

Report totals reflect total quantity on-hand and total on-hand value for each product
category. The distribution summary report lists the distribution code and the dollar
value for that distribution code and a combined report total. The reports breaks, by
segment one and segment two codes, depends on how you set up thetotal breaksinthe
'Inventory Control Parameter Maintenance', located elsewhere in this manual.
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Procedure
1. Choose the Valued Inventory Report from the Inventory Control Report Menu.
2. First to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F4 to return to the Inventory Control Report Menu.
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3. Last to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F2 to return to the prior input field.

4. Warehouse:

Type avalid warehouse number and Enter or use warehouse 000 to include all.
5. Summary Option:

Type Y+ the Enter key to include a product summary at the end of the report.
Type N+ the Enter key not to print a product summary.

Type S+ the Enter key to print a product summary only (no detail).

6. Discontinued:

Type Y+ the Enter key to include discontinued inventory items.

Type N+ the Enter key not to include discontinued items.

7. Item Type:

Type Y+ the Enter key to list items not tracked in inventory.

Type N+ the Enter key to include items tracked in inventory.

Type K+ the Enter key to list only items marked as kits.

Press the Spacebar + the Enter key to list all inventory items.

8. Cost Option:

Type B+ the Enter key to include the beginning cost amount.

Type A+ the Enter key to include the average cost amount.

Type L+ the Enter key to include the last cost amount.

9. Select the appropriate printer for this report.
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Valued Inventory Report Sample
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Sorted Inventory Report
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Overview

The Sorted Inventory Report can be printed in item description order, by distribution
code, by discount class or by product category. Y ou have an option to print arange of
inventory items. The reports prints the item code and description, distribution code,
discount class and product category. Included are the flags for sales tax, commission
and item type.

Total number of records listed on the report is reflected at the end of the report.

Procedure
1. Choose the Sorted Inventory Report from the Inventory Control Report Menu.
2. First to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F4 to return to the Inventory Control Report Menu.
3. Last to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F2 to return to the previous input field.
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4. Sort Option:
Type 1+ the Enter key to print the report in item description order.
Type 2+ the Enter key to print the report in distribution code order.
Type 3+ the Enter key to print the report in discount class code order.
Type 4+ the Enter key to print the report in product category order.
Type 5+ the Enter key to print the report by bin location.
Type 6+ the Enter key to print the report by production category.
5. First Item:

Note: Thisfieldisdependent onthesort optionyou selectedin Step 4.
If you selected 1, type the first inventory item to print and Enter.
If you selected 2, type the first distribution code to print and Enter.
If you selected 3, type the first discount class to print and Enter.
If you selected 4, type the first product category to print and Enter.
If you selected 5, type the first bin location to print and Enter.
If you selected 6, type the first production category to print and Enter .
6. Last Item:

Note: Thisfieldisdependent onthesort optionyou selectedin Step 4.
If you selected 1, type the last inventory item to print and Enter.
If you selected 2, type the last distribution code to print and Enter.
If you selected 3, type the last discount class to print and Enter.
If you selected 4, type the last product category to print and Enter.
If you selected 5, type the last bin location to print and Enter.
If you selected 6, type the last production category to print and Enter.
7. Discontinued:
Type Y+ the Enter key to include discontinued inventory items.
Type N+ the Enter key to exclude discontinued inventory items.

8. Select the appropriate printer for this report.
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Sorted Inventory Report Sample
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Inventory Reorder Report

Overview

The Inventory Reorder Report has the option to print a range of inventory items and
whether or not to include inventory items that have been 'Discontinued'.

The report lists the item code and description, unit of measure, economic order
quantity, reorder point, number of committed orders and invoices for each item,
number committed on purchase orders (if applicable), on-hand quantity and the last
purchase cost.

The reports breaks, by segment one and segment two codes, depends on how you set
upthetotal breaksinthe'Inventory Control Parameter Maintenance', located el sewhere
in this manual. The total number of items listed on the report prints at the end of the

report.

Procedure
1. Choose the Inventory Reorder Report from the Inventory Control Report Menu.
2. First to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F4 to return to the Inventory Control Report Menu.
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3. Last to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F2 to return to the prior input field.

4. Discontinued:

Type Y+ the Enter key to include discontinued inventory items.

Type N+ the Enter key not to include discontinued items.

5. Print All Items:

Type Y+ the Enter key to include items not at reorder point.

Type N+ the Enter key to exclude items not at a reorder point.

6. Report Format:

Type 1+ the Enter key to include last purchase cost on the reorder report.
Type 2+ the Enter key to print item forecast information on the reorder report.
Type 3+ the Enter key to calculate and print a quantity needed to order.

7. ABC Classification:

Enter an ABC class to include and Enter or leave blank to print all classes.
8. Include Committed:

Type Y+ the Enter key to include item quantities already committed on an order and
invoice to calculate a reorder point.

Type N+ the Enter key to exclude committed items in the reorder point.
9. Include on PO:

TypeY +the Enter key toincludeitem quantities on open purchase ordersto calculate
areorder point.

Type N+ the Enter key to exclude purchase order quantities.

10. Select the appropriate printer for this report.
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Inventory Reorder Report Samples
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Inventory Reorder Report By Vendor

124

Overview

Thelnventory Reorder Report By Vendor listsarange of inventory itemsthat includes
vendor part number information (requires the Accounts Payable module). Each
inventory item can have up to threevendor part numbers. Y ou can select to print all part
numbers or only the first sequence number.

The report prints the item code and description, unit of measure, economic order
quantity, reorder point, items committed or orders/invoices and purchase orders,
current quantity on-hand, | ast purchase cost, vendor name, comments, part number and
lead time.

The reports breaks, by segment one and segment two codes, depends on how you set
upthetotal breaksinthe'Inventory Control Parameter Maintenance', located el sewhere
in this manual. There is an option to include discontinued inventory items.
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Procedure

1. Choose Inventory Reorder Report By Vendor from the Inventory Control Report
Menu.

2. First to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F4 to return to the Inventory Control Report Menu.
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3. Last to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F2 to return to the previous input field.

4. Vendor Parts:

Type A+ the Enter key to include all vendor part numbers for each inventory item.
Type O+ the Enter key toinclude only thefirst sequence number for each item listed.
5. Discontinued:

TypeY +theEnter key toincludeitemsflagged asdiscontinued in theitem masterfile.
Type N+ the Enter key not to include items flagged as discontinued.

6. Print All Items:

Type Y+ the Enter key to include items not at reorder point.

Type N+ the Enter key to exclude items not at a reorder point.

7. Include Committed:

Type Y+ the Enter key to include item quantities already committed on an order and
invoice to calculate a reorder paint.

Type N+ the Enter key to exclude committed items in the reorder point.
8. Include on PO:

TypeY +the Enter key to includeitem quantities on open purchase ordersto calculate
areorder point.

Type N+ the Enter key to exclude purchase order quantities.

9. Select the appropriate printer for this report.
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Inventory Reorder Report By Vendor Sample
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Discontinued Inventory List

Overview

The Discontinued Inventory List printsall items that have been flagged as 'discontin-
ued' in the item masterfile. It includes item code, description, unit of measure, date of
last issue (sale), quantity on orders/invoices, quantity on purchase orders and current
guantity on-hand. Thereportsbreaks, by segment one and segment two codes, depends
on how you set up the total breaksin the 'Inventory Control Parameter Maintenance',
located on the Inventory Control Definition Menu.
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Procedure
1. Choose the Discontinued Inventory List from the Inventory Control Report Menu.
2. First to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F4 to return to the Inventory Control Report Menu.
3. Last to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F2 to return to the previous entry field.

4. Select the appropriate printer for this report. 17
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Discontinued Inventory List Sample
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Inventory Price List

Overview

The Inventory Price List gives you the option to select arange of inventory items and
whether or not to include 'Discontinued' inventory items and quantity price breaks.

Thepricelist printstheitem code and description, unit of measure and thelist (selling)
price. Thereportsbreaks, by segment one and segment two codes, dependson how you
set up the total breaks in the 'Inventory Control Parameter Maintenance', located
elsewhere in this manual .

This report can be exported to an ASCII text file using the export option on the
Inventory Report Menu and captured by a spreadsheet or word processing program to
comprise an inventory price book.
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Procedure
1. Choose the Inventory Price List from the Inventory Control Report Menu.
2. First to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F4 to return to the Inventory Control Report Menu.

3. Last to Print:
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Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F2 to return to the previous input field.

4. Discontinued:

Type Y+ the Enter key to include discontinued inventory items.
Type N+ the Enter key not to include discontinued items.

5. Quantity Break:

Type Y+ the Enter key to list the quantity breaks on this report.
Type N+ the Enter key not to include quantity breaks.

6. Select the appropriate printer for this report.
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Inventory Price List Sample
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Item Kit Detail Where Used Report

132

Overview
Theltem Kit Detail 'Where Used' Report can be printed for arange of inventory items.

Thereport liststheitem code and description and thelinenumber of each kit detail item.
Each detail item liststhe kit item code and description and the kit quantity to maintain.
Thetotal of kit items listed prints at the end of the report.
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Procedure

1. Choose the Item Kit Detail Where Used Report from the Inventory Control Report
Menu.

2. First to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F4 to return to the Inventory Control Report Menu.
3. Last to Print:

Type an inventory item and Enter or type ? to display the Inventory Item Selection
window.

Press F2 to return to the previous input field.
4. Select the appropriate printer for this report.
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Item Kit Detail Where Used Report Sample

Page: 1wl 1
Pl Dedpity & FEr |
sl A NI TFAR U IR g mik pr LA
Ll . [ WL sk BIE R
...........................................................................................................
il 1ir ppuee (14
Irm Cah e Empropim ity him Gxim Irm v ipzsim (<1 i
(8] by Eadir
Hl esE ame luky wiih Clip ia
H| Fi-silk ame ek wirh din 14
FE-R rardl, Cli
ml el amw gy wiih ilip 14
Fi-pe ra, rhi
T TR R[] L4 =t
wal v i s []
*

133



Inventory Control Reporting System

Distribution Code List

134

Overview

TheDistribution Code List allowsyouto print arange of distribution codes. Each code
has adescription, adebit and credit general ledger account number and description for
receipts, issues, adjustments and physical counts. Only a credit account is listed for
revenue. The total number of distribution codes listed prints at the end of the report.
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Procedure
1. Choose the Distribution Code List from the Inventory Control Report Menu.
2. First to Print:

Typeadistribution code and Enter or type ? to display the Distribution Code Selection
window.

Press F4 to return to the Inventory Control Report Menu.
3. Last to Print:

Typeadistribution code and Enter or type ? to display the Distribution Code Selection
window.

Press F2 to return to the previous entry field.

4. Select the appropriate printer for this report.
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Distribution Code List Sample
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Item Bin Label Print

136

Overview

Theltem Bin Label Print allowsyou to print one-inch labels by bin location and items
within bin locations. You can select to print items tracked in inventory, items not
tracked in inventory or you can include al item types.
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Procedure

1. Choose the Item Bin Label Print on the Inventory Control Report Menu.
2. First Location:

Type thefirst item bin location to print and Enter.

3. Last Location:

Type the last item bin location to print and Enter.

4. First Item:

Typethefirstinventory itemto print and Enter or type ? to display the Inventory Item
Selection window.

5. Last Item:

Typethelast inventory item to print and Enter or type ? to display the Inventory Item
Selection window.
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6. Item Type:
Type Y+ the Enter key to list items not tracked in inventory.
Type N+ the Enter key to include items tracked in inventory and kit master items.
Press the Spacebar + the Enter key to print all itemsin inventory.
7. Discontinued:
Pressthe Enter key to accept the default of N to not print labelsfor discontinued items.
Type Y+ the Enter key if you want to include discontinued inventory items.
8. UnForm:
Type Y+ the Enter key if you want to print labels using UnForm fotmat.
Type N+ the Enter key not to print using UnForm.
Note: UnForm format example would be Bin:, Item:, Desc:, etc.
9. MSRP:
Type Y+ the Enter key to include the MSRP item price on the labels.
Type N+ the Enter key to exclude the MSRP item price.
10. Labels:
Type the number of labels to print per item and Enter.
11. Select the appropriate printer for this report.
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Item Bin Label Print Sample
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Item Forecast Report

Overview

Theltem Forecast Report listsinventory item and description, unit of measure, quantity
on hand, quantity committed, forecast per month, out of stock, purchase order number,
vendor name, date required, ship date and quantity on purchase order. The report can
be printed for arange of inventory itemswith an option to include discontinued items.
This report can be printed on demand.
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Procedure
1. Choose Item Forecast Report on the Inventory Control Report Menu.
2. First To Print:

Typeavalidinventory itemand Enter or type? to display thelnventory Item Selection
window.

Press F4 to return to the Inventory Control Report Menu.
3. Last To Print:

Typeavalidinventory itemand Enter or type? to display thelnventory Item Selection
window.

Press F2 to return to the previous input field.

4. Product Categories:
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Type product categories to include and Enter or leave blank to include all.
Note: Allow three (3) characters per product category.
5. ABC Classification:

Typeclassscodes A, B or C toinclude and Enter or leave thisfield blank to print all

6. Discontinued:

Type Y+ the Enter key to include discontinued inventory items.

Type N+ the Enter key to exclude discontinued inventory items.

7. Kit Items:

Type Y+ the Enter key to include kit items.

Type N+ the Enter key to exclude kit items.

8. PO Notepad:

Type Y+ the Enter key to print PO item notepad information on this report.
Type N+ the Enter key not to include item notepad information.

9. Forecast Notepad:

Type Y+ the Enter key to print the forecast notepad message on this report.
Type N+ the Enter key not to include forecast message.

10. Order Committed:

TypeY +theEnter key toincludeorder committed quantity in theforecast calculation.
Type N+ the Enter key to exclude order committed quantities.

11. Item History:

TypeY+theEnter key tolist item sales history for each item on thisreport or type N+
the Enter key to exclude sales history.

Note: Item sales arelisted for each year available and each month
of each year.

12. Kit Detail:
Type Y+ the Enter key to include kit committed detail.
13. Out Of Stock:

Type the number of days+ the Enter key before being out of stock to include on this
report.

Type 0+ the Enter key to include all items.
14. Select the appropriate printer for this report.
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Item Forecast Report Sample
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Item Royalty List

142

Overview

The Item Royalty List searches the Item Masterfile and lists the item code and
description, unit of measure, unit price, royalty type (percent or amount), royalty
percentage amount or royalty dollar amount for each vendor specified in the ‘Item
Royalty Maintenance' on the Item Sub-Menu.

Note: The AccountsPayable modulemust beinstalledin order touse

this feature.
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Procedure

1. Choose Item Royalty List on the Inventory Control Report Menu.
2. First Vendor:

Type avalid vendor code and Enter or type ? to display the Vendor Code Selection
window.

Press F4 to return to the Inventory Control Report Menu.
3. Last Vendor:

Type avalid vendor code and Enter or type ? to display the Vendor Code Selection
window.

4. Select the appropriate printer for this report.
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Item Royalty List Sample
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Item Royalty Report
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Overview

The Item Royalty Report searches the invoice history file and lists the item code and
description, unit of measure, unit price, quantity sold, total sales, royalty type (percent
or amount), royalty percentage amount or royalty dollar amount and total royalty sales
for each vendor specified in the 'ltem Royalty Maintenance' on the Item Sub-Menu.

Note: The AccountsPayable modulemust beinstalledin order to use

this feature.
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Procedure

1. Choose Item Royalty List on the Inventory Control Report Menu.
2. First Vendor:

Type avalid vendor code and Enter or type ? to display the Vendor Code Selection
window.

Press F4 to return to the Inventory Control Report Menu.
3. Last Vendor:

Type avalid vendor code and Enter or type ? to display the Vendor Code Selection
window.

4, Start Date:
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Typethestarting datefor thisreportin MM DD format and Enter . No dashesor slashes
arerequired. The system will insert the current century and year.

5. End Date:

Typetheending datefor thisreportin MM DD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

6. Zero Price:

Type Y+ the Enter key to include items with a zero price.

7. Customer Type:

Type up to two customer type codes and Enter to summarize by customer type.
Leave thisfield blank to include customer type sub-total columns.

8. Select the appropriate printer for this report.
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Item Royalty Report Sample
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Item Royalty Report - Advanced

Overview

The advanced listing of theitem royalty report liststhe item, item description, vendor,
distribution code, # of unitssold, dollar amount of sales, rate applied and total royalties.
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Procedure

1. Select the Item Royalty Report on the Inventory Report Menu.
2. First Customer:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

3. Last Customer:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

4. First Vendor:

Type avalid vendor code and Enter or type ? to display the Vendor Code Selection
window.

5. Last Vendor:
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Type avalid vendor code and Enter or type ? to display the Vendor Code Selection
window.

6. First Date:

Typethestarting datefor thisreportin MM DD format and Enter . No dashesor slashes
arerequired. The system will insert the current century and year.

7. Last Date:

Typetheending datefor thisreportin MM DD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

8. Sort Option:

Type | + the Enter key to sort the report by item.
Type V+ the Enter key to sort by vendor code.
Type D+ the Enter key to sort by distribution code.
Type U+ the Enter key to sort by units sold.

Type S+ the Enter key to sort by amount of sales.
9. Customer Type:

Typeavalid customer typecodeand Enter or ?todisplay the Customer Type Selection
window.

10. Credit Memo:

Type Y+ the Enter key to include credit memos on this report.
Type N+ the Enter key not to include credit memos.

Type O+ the Enter key to print only credit memos.

11. Select the appropriate printer for this report.
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Item Royalty Report - Advanced Sample
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Item History Report
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Overview

TheltemHistory Report listsall inventory itemssel ected for the current month and year
specified, in addition to prior year month and year figures.

TheMonth-to-Dateand Y ear-to Date Unitsfor the current year and Month-to-Dateand
Y ear-to-Date Units for the prior year alows the report to calculate Y ear-to-Date
Variance figures.
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Procedure
1. Choose Item Forecast Report on the Inventory Control Report Menu.
2. First To Print:

Typeavalidinventory itemand Enter of type?to display thelnventory Item Selection
window.

3. Last To Print:

Typeavalidinventory itemand Enter of type?to display thelnventory Item Selection
window.

4. Product Categories:
Type product categories to include and Enter or leave blank to print all.

Note: Allow three (3) characters per product category.
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5. Current Year:

Type the current year to print and Enter.

6. Current Month:

Type the current month to print and Enter.

7. Discontinued:

Type Y + the Enter key to include discontinued inventory items.
Type N+ the Enter key to exclude discontinued inventory items.

8. Select the appropriate printer for this report.
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Item History Report Sample
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Excess Inventory Report

Overview

TheExcessInventory Report sortdsthrough items sold within aspecific daterangeand
liststhe units sold, on hand quantity, excess quantity and average unit cost. The excess
costiscalculated by taking the excess units multiplied by the average cost and liststhe
total excessinventory cost.
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Procedure
1. Select the Excess Inventory Report on the Inventory Report Menu.
2. First Date:

Typethe starting datein MM DD format and Enter. No dashes or slashes are required.
The system will insert the current century and year.

Press F4 to return to the Inventory Report Menu.
3. Last Date:

Typethelast datein MM DD format and Enter. No dashes or slashesarerequired. The
system will insert the current century and year.

4. First ltem:

Typeavalidinventory itemand Enter of type?to display thelnventory Item Selection
window.
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5. Last Item:

Typeavalidinventory itemand Enter of type?to display thelnventory Item Selection
window.

6. Discontinued:

Type Y+ the Enter key if you want to include discontinued items on this report.
7. Item Type:

Type Y+ the Enter key to print only items that are not tracked in inventory.
Type N+ the Enter key to print only items that are tracked in inventory.

Leave the field blank to include all items.

8. Select the appropriate printer for this report.
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Excess Inventory Report Sample
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S

INVENTORY CONTROL
OPTIONS MENU

Options Menu

Add Item Master

Discount Class Maintenance
Product Code Maintenance
Production Type Maintenance
Level Code Maintenance

HS Code Maintenance

HS Code Ext Maintenance

cooooooo
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Inventory Control Options Menu

Overview

Thelnventory Control Options Menu letsyou display the calendar for three months at
atime, usethecal culator, view theitem master, distribution codes, segment oneand two
codes (if applicable), period transactions, item vendor codes and allows you to enter
new inventory items in shortened form. Discount class and product categories are
maintai ned from this menu. See how to access an options menu in the "'TOP Introduc-
tion' section elsewhere in this manual.
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Calendar

The calendar display three months at a time, beginning with the current month,
highlighting today's date. You have the option to enter another month and year
(MMYY format) you want to view or press the Enter key to display the next two
months. Press F4 to return to the Inventory Control Options Menu.

Note: For more information see the 'TOP Introduction' section
elsewhere in this manual.

Calculator

The calculator alows the user to add, subtract, multiply or divide numeric functions.
Each function key has its own specific instruction to perform. The calculator can be
displayed from several placesinthe system. PressF9to exit the cal cul ator program and
return to the Inventory Control Options Menu.
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Note: For more information see the 'TOP Introduction' section
elsewhere in this manual.

Chart Of Accounts

The General Ledger Chart of Accounts displays on the screen. This option is not
availableif Inventory Control isnot interfaced to the General Ledger. Pressthe Enter
key to continuethe display or enter an account number to advance the display forward
or backward. Press F4 to return to the Inventory Control Options Menu.

Item Master

Inventory items display on the screen in item number order. Press the Enter key to
continue the display or enter an item to advance the display forward or backward. To
search by theitem description, pressthe F3 key (after pressing the F3 key, enter a? for
search options). Press F1 to display theitem statusinformation on the screen. PressF4
to return to the Inventory Control Options Menu.

Distribution Codes

Distribution codes and their general ledger account descriptions display on the screen.
Press the Enter key to continue the display or enter a code to advance the display
forward or backward. Press F4 to return to the Inventory Control Options Menu.

Segment One

Segment One codes and their descriptions display on the screen. This option is not
available if it was not selected in the Inventory Parameters. Press the Enter key to
continuethe display or enter acode to advance the display forward or backward. Press
F4 to return to the Inventory Control Options Menu.

Segment Two

Segment Two codes and their descriptions display on the screen. This option is not
available if it was not selected in the Inventory Parameters. Press the Enter key to
continuethe display or enter acode to advance the display forward or backward. Press
F4 to return to the Inventory Control Options Menu.

Transaction Details

Transaction details posted during the current period display on the screen. Thisoption
is not available if it was not selected in the Inventory Parameters. It shows receipts,
issues, adjustments and physical count quantities, as well as the source reference
number and line numbers and unit costs. Press the Enter key to continue the display
or enter a code to advance the display forward or backward. Press F4 to return to the
Inventory Control Options Menu.

Add Item Master

Y ou have the option to add new inventory item numbers from the options menu in a
shortened form without having to enter al of theitem information in Item Masterfile
Maintenance. Press F4 to return to the Inventory Control Options Menu.
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Discount Class

See 'Discount Class Maintenance' elsewhere in this section.
Product Category

See 'Product Category Maintenance' elsewhere in this section.
Production Type

See 'Production Type Maintenance' else where in this section.
Item Vendor Codes

Every inventory item that has vendor part numbers display on the screen. This option
reguires Accounts Payable. Pressthe Enter key to scroll through the part numbers or
enter an item code to advance the display forward or backward. Each inventory item
can have up to three (3) vendor part numbers. These part numbers are displayed during
Purchase Order Data Entry (if applicable) for each lineitem. Press F4 to return to the
Inventory Control Options Menu.

Level Code Maintenance

Level Code Maintenance allows you to adjust the forecast level that is created by the
'Update Item Forecast' on the Inventory Control Definition Menu. The table lets you
establish different|evel sand percentages, allowing you to compensatefor salesthat are
higher at one point during ayear and declining at other times of the year.

HS Code Maintenance
Harmonized codes are assigned to each item in inventory.

Note: Harmonized tariff codes are the universal customs standard
that you must use to conduct trade efficiently on a global scale.
Proper use of tariff codes enhances your company’s ability to get
shipments processed through customs with minimal delays and
accurate duty assessments.

HS Code Extension M aintenance

Harmonized codes are associated with a country code. Each code has a tariff rate and
an extended HS code.
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Add Item Master

160

Overview

The Add Item Master allows you to enter inventory itemsin ashortened form without
having to access the Item Masterfile. You can also edit information on an existing
inventory item.
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Procedure
1. Choose Add Item Master on the Inventory Control Options Menu.

2. Item No:

Type anew inventory item and Enter. Go to Step 3.

Type ? to select an existing item in the Item Code Sel ection window. Go to Step 16.
Press F4 to return to the Inventory Control Options Menu.

3.I1sThis A New Item? (Y)esor (N)o:

TypeY to set up anew itemin the Item Masterfile.

Type N to return to Step 2.

4. Description:

Type up to athirty (30) character item description and Enter.
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5. Dist Code:

Type avalid distribution code and Enter or type ? to display the Distribution Code
Selection window.

Press F2 to return to the previous input field.
6. Unit:

Pressthe Enter key to accept the default of EA or type up to afour (4) character unit
of measure and Enter (i.e. Ea, Box, €tc.).

7. Location:
Type the physical location of thisinventory item and Enter.

Note: Thisfield isused asa sort option when processing a physical
inventory.

8. Taxable:

Type Y+ the Enter key if thisis ataxable item.

Type N+ the Enter key if you do not want tax calculated on thisitem.
9. Commission:

Type acommission level (0-9 or N) and Enter.

10. Item Type:

Type Y+ the Enter key if thisitem isto be used for pricing only.
Type N+ the Enter key if thisitem isto be tracked in inventory.
Type K+ the Enter key if thisisakit item (finished good).

11. Price:

Type the dollar amount of the selling price and Enter.

12. Avg Cost:

Type the dollar amount of the average cost and Enter.

Note: The average cost is calculated during the 'Transaction Data
Entry Register/Update’ on the Purchase Order system or on the
'"Transaction Data Entry Register/Update’ on the Inventory Control
System Menul.

13. Last Cost:
Type the last cost dollar amount and Enter .
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Note: Thelast cost isautomatically updated by the Purchase Order
systemand is displayed on the screen during 'Purchase Order Data
Entry'.

14. Discount:

Type atwo (2) character discount class and Enter or type ? to display the Discount
Class Selection window.

15. Alt Sort:
Type the item alternate sort key and Enter.
16. Category:

Type up to athree (3) character product category and Enter or type ? to display the
Product Category Selection window.

17. Production:

Typeaproduction codefrom oneto nineand Enter or type ? to display the Production
Code Selection window.

18. Is The Data Correct? (Y)es, (N)o, (I)tem Management or (E)nd:
TypeY if the datais correct and return to Step 2.

Type N to edit the data and return to Step 4.

Type | to display the Iltem Management Sub-Menu.

Type E to return to the Inventory Control Options Menu.
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Discount Class Maintenance

Overview

Eachinventory item can beassigned adiscount classwhich correspondsto apercentage
discount, net price quantity break or apercentage quantity break. A discount classlevel
(A-L) can also be assigned to a customer for order/invoice discount calculations.
Quantity break pricing is not customer based.
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Procedure
1. Choose Discount Class Maintenance from the Inventory Control Options Menu.

Press the Enter key to continue to display discount codes or enter a discount code to
advance the display forward or backward.

Press F1 to enter maintenance mode. Proceed to Step 2.

Press F2 to list the discount class codes to a printer. Select the appropriate printer for
this report.

Press F4 to return to the Inventory Control Options Menu.
2. Class:

Type up to atwo (2) character discount class code and Enter or type ? to display the
Discount Class Code Selection window.

Press F1 to display the next class code in thefile.
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Press F2 to return to the discount class display.
Press F4 to return to the Inventory Control Options Menu.

Note: If the inventory code has been setup with a two (2) character
segment one code, the discount class is normally set up using the
same two (2) character code (i.e. EN for engraving).

3. Description:
Enter up to atwenty-four (24) character class description and Enter.

Note: Ifthediscount classcodeentered isthe sameasa segment one
code, the description will default from the segment one description.

4. Type:

TypelL +theEnter key if youwant to uselevel pricing (A-L) for discount percentages.
Proceed to Step 6.

Type P+ the Enter key if you want to establish percentage quantity break discounts.
Type N+ the Enter key if you want to establish net quantity break discounts.

Note: Level pricing allows twelve (12) different discount percent-
agesfromlist pricefor each discount class (i.e. A=40% Wholesale,
B=30% Government, etc.). Percentage quantity break allowssix (6)
quantity break fields and a percentage from list price for each
quantity (i.e. quantity 1-6=20%, quantity 6-12=15%, etc.). Net
guantity break allows you to enter six (6) quantity break fields with
a net price for each quantity (i.e. quantity 1-9 4.55, quantity 10-19
4.25, etc.).

5. Best Price:

Type Y+ the Enter key if you want this product category to use the best price.
Type N+ the Enter key if you do not want to activate best price.

Proceed to Step 7.

6. Level Pricing:

Typetheper centage+ the Enter key for each of thelevelsyouwant touse (A-L) inthe
##.00 format (up to 99.99 percent). Proceed to Step 9.

7. Percentage Quantity Pricing:

Typethe beginning quantity break and Enter for each quantity break (1 - 6) you want
to useand the quantity break percent of discount for each quantity field in##.00 format
(up to 99.99 percent). Proceed to Step 8.
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8. Net Quantity Pricing:

Type the beginning quantity break and Enter for each quantity break (1 - 6) you want
to use and the net price for each quantity you entered.

9. Is The Data Correct? (Y)es, (N)o, (C)opy or (D)elete:

Type Y to accept the data entered and return to Step 2.

Type N to edit the data and return to Step 3.

Type C to copy the discount table to another discount class code and return to Step 2.

Type D to remove the discount class from the system and return to Step 2.
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Product Category Maintenance

166

Overview

Product category codes are basically used to generate sales figures by units and sales
dollarsfor each product category by month. The salesinformation can be displayed by
customer from the customer masterfile maintenance program in Accounts Receivable.

Theinformation is also used for two sales reportsin Accounts Receivabl e, 'Customer
Sales by Product Category' and 'Customer Sales by Customer Type'.
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Procedure
1. Choose Product Category Maintenance from the Inventory Control Options Menu.

Pressthe Enter key to continue to display product categories or enter a category code
to advance the display forward or backward.

Press F1 to enter maintenance mode. Proceed to Step 2.

Press F2 to list the category codes to a printer. Select the appropriate printer for this
report.

Press F4 to return to the Inventory Control Options Menu.
2. Product:

Type avalid product code and Enter or type ? to display the Product Code Selection
window.
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Press F4 to return to the Inventory Control Options Menu.

Note: If theinventory code has been set up with a two (2) character
segment one code, the product category is normally set up using the
same two (2) character code (i.e. EN for engraving). The third
character can be used for a more detailed product break down (i.e.
EN1, EN2, etc.).

3. Description:
Type up to athirty (30) character product category description and Enter.

Note: If the product code entered isthe same as a segment one code,
the description will default from the segment one description.

4. Production:

Type a production type code and Enter or type ? to display the Production Code
Selection window.

Note: This is used as the default production code when a new
inventory itemis entered.

5. 1s The Data Correct? (Y)es, (N)o or (D)elete:

Type Y to accept the data entered and return to Step 2.

Type N to edit the description and return to Step 3.

Type D to remove the product category from the system and return to Step 2.
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Production Type Maintenance

Overview

Production Types are used to split orders for production. Codes can be set up for
different departments within your company so orders can be distributed accordingly.
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Procedure
1. Choose Production Type Maintenance from the Inventory Control Options Menu.

Pressthe Enter key to continue to display product categories or enter a product code
to advance the display forward or backward.

Press F1 to enter maintenance mode. Proceed to Step 2.

Press F2 to list the product codes to a printer. Select the appropriate printer for this
report.

Press F4 to return to the Inventory Control Options Menu.
2. Product:

Typeaproduction type code and Enter or type ? to display the Production Type Code
Selection window.

Press F1 to display the next production type code in the file.

Press F2 to return to production type code display.
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Press F4 to return to the Inventory Control Options Menu.

3. Description:

Type up to afifteen (15) character production type code description and Enter.
4. 1s The Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept the data entered and return to Step 2.

Type N to edit the description and return to Step 3.

Type D to remove the production code from the system and return to Step 2.
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Level Code Maintenance

Overview

Level Code Maintenance allows you to adjust the forecast level that is created by the
'Update Item Forecast' on the Inventory Control Definition Menu. The table lets you
establish different|evel sand percentages, allowing you to compensatefor salesthat are
higher at one point during ayear and declining at other times of the year.

For exampl e, during the summer salesregularly decline, so you would setup alevel of
.75toreducetheforecast value by 25%. For anew product, you would expect the sales
to be higher so your would set up alevel of 1.3 to increase the forecast value by 30%.
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Procedure
1. Select Level Code Maintenance on the Inventory Control Options Menu.

Pressthe Enter key to continue to display product categories or enter a product code
to advance the display forward or backward.

Press F1 to enter maintenance mode. Proceed to Step 2.
PressF2tolist thelevel codesto aprinter. Select the appropriate printer for thisreport.
Press F4 to return to the Inventory Control Options Menu.

2. Level Code:
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Type anew level code and Enter.

Press F2 to display levels code.

Press F4 to return to the Inventory Control Options Menu.

3. Description:

Type up to athirty (30) character level code description and Enter.
4. Level Rate:

Type alevel rate in #.00 format and Enter.

5. 1s The Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept the data entered and return to Step 2.

Type N to edit the description and return to Step 3.

Type D to remove the level code from the system and return to Step 2.
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Harmonized Code Maintenance
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Overview

Harmonized tariff codes are the universal customs standard that you must use to
conduct trade efficiently on a global scale. Proper use of tariff codes enhances your
company’s ability to get shipments processed through customs with minimal delays
and accurate duty assessments.
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Procedure
1. Select HS Code Maintenance on the Inventory Control Options Menu.
Press F1 to enter maintenance mode. Proceed to Step 2.

PressF2tolist the harmonized codesto aprinter. Select the appropriate printer for this
report.

Press F4 to return to the Inventory Control Options Menu.
2. Code:
Type asix (6) digit harmonized code and Enter.

Note: The HSisbased on a six-digit nomenclature. First four digits
are referred to as the heading. The next 6-digits are known as the
subheading. Countries utilizing the Harmonized System are strictly
not permitted to alter in any way the descriptions associated to a



Inventory Control Options Menu

heading or a subheading nor can the numerical codes at the four or
six digit level be altered. This rule ensures the integrity of the
Harmonized System har monized.

3. Description:

Type up to three lines of thirty-five (35) characters each and Enter.

4. 1s The Data Correct? (Y)es, (N)o or (D)elete

TypeY to accept the data entered and return to Step 2.

Type N to edit the description and return to Step 3.

Type D to remove the level code from the system and return to Step 2.
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Harmonized Code Extension Maintenance

Overview

The HS assigns six-digit codes that represent general categories of goods. All
participating countries utilizing the HS use the same six-digit code for each product.
A country can assignitsown additional four numbers, making theentire code 10 digits.
If you ship or receive goods internationally, your company can benefit from easier
access to these harmonized tariff codes. You can find the HS code for your product
online using Statistics Canada website or the United States International Trade
Commission website (for USimports). Remember thefirst 6 digits of the HS code are
recognized by all countries under the WCO (World Customs Organization).
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1. Select the Harmonized Code Extension Maintenance on the Inventory Control

Options Menu.

Press F1 to enter maintenance mode. Proceed to Step 2.

Press F2 to list the harmonized codes and tariffs to a printer. Select the appropriate

printer for this report.
Press F4 to return to the Inventory Control Options Menu.
2. HS Code:
Typeasix (6) digit code and Enter.
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3. Country Code:

Type the country code associated with the harmonized code and Enter.
4. Ext Code:

Type afour (4) digit extension code and Enter.

5. Tariff Rate:

Type the rate amount for this code and Enter.

Is The Data Correct? (Y)es, (N)o or (D)elete

TypeY to accept the data entered and return to Step 2.

Type N to edit the entry and return to Step 3.

Type D to remove the level code from the system and return to Step 2.
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