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General Information

The OPEN SYSTEMS Accounting Software (OSAS™) product line consists of
several accounting applications. Each application addresses a different phase of
your financial operations; together, they form a powerful accounting solution to
your daily and periodic accounting needs.

Customer Support

Open Systems has a strong commitment to customer service and product quality. If
you have difficulty in using Open Systems products, consult the user’s manual and
other OSAS reference materials. If you need more information, consult a customer
support representative.

The Structure of OSAS

Resource Manager

The Resource Manager application is the foundation or shell of OSAS; it provides
the operating environment that holds the other applications. To use OSAS, you
must run Resource Manager through an operating system based on Microsoft
Windows™, Windows 98, Windows N1, UNIX®, or Novel® Netwaré. OSAS
operates on LAN systems, across a web server using the OSAS Web program, and
within a single computer. After you install Resource Manager, you can use it to
install other applications, modify how each application works, and specify how the
overall system operates.

Base applications

Base applications are designed and produced with the largest possible number of
industries in mind. They are most effective when you interface them with each
other. Base applications are usually named after common accounting operations.
Examples are Payroll, Inventory, Accounts Payable, Purchase Order, Accounts
Receivable, Sales Order, and General Ledger.
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Inventory System

The Inventory application helps you control and keep track of the items you stock.

For each item (including lots and serialized items), Inventory tracks the quantities
sold, purchased, and adjusted; location transfers; and costs. Each item is identified
by location, product line, user-defined fields, bin number, status, vendor ID, serial
and lot number, and unit of measure.

Use the Items function to enter information specific to the item, and use the ltem
Locations function to enter detailed information about the locations of the items.
You can then track transfers between locations, sell items from an alternate
location, and track differences in price activity.

Information Inquiry

Use the Information Inquiry functions to view (not change) information about
items: prices, transaction and historical records, general information, alternate
items, units of measure, location and bin information, costs, vendors, lot numbers,
and serial numbers.

Daily Work

Once you establish the codes and IDs through the File Maintenance and Code
Maintenance functions, you can use the Daily Work functions to enter adjustments,
sales, purchases, and location transfers; to produce journals; and to post
transactions.

Reorder Processing

Use the Reorder Processing functions to calculate the reorder quantity for items, to
print the Reorder Report, and to generate purchase requisitions.

Reports

Use the Reports functions to produce information about inventory movement; item
statuses; prices; valuation; cost variance; and serialized, lot and transaction history.
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Inventory System Introduction
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Analysis Reports

Use the Analysis Reports functions to analyze items that have fallen below safety
stock level, items that are overstocked, sales, gross profit, and trends.

Periodic Processing
After posting over a period of time, the files might get so large that they slow down

your system. Use the Periodic Processing functions to remove outdated
information from the files.

Physical Inventory
Use the Physical Inventory functions to process your physical inventory cycle.

File Maintenance

Use the File Maintenance functions to set up and maintain information about your
items.

Code Maintenance

Use the Code Maintenance functions to set up codes assigned to an item.

Master File Lists

Use the Master File Lists functions to print lists of information about item detail,
item location, price structure, and tables. These lists are useful if you are planning
to make changes, want to add information, or keep a record of information that is
on your system.

Master Code Lists

Use the Master Code Lists functions to print lists of information about sales
categories, accounts codes, and user-defined fields.
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Conventions

Your manual will help you to install OSAS on any standard machine within many
popular operating systems and help you with your accounting software questions.
In the manual, we use the term “Conventions”, or standards, to help describe
complicated processes, new terms, and to help you use your OSAS applications.

Manual Conventions
This User’s Manual is divided into these sections, made up of several chapters:
e The “Introduction” provides an overview of this application and the OSAS
system, including installation procedures, graphical and text-based application

features, and function key references.

* ‘“Installation” explains the steps necessary to begin using this application in
your company, including how to install the application on your system.

e The last part of your manual is made of several chapters, each chapter
describing a function group within this application.

Mouse Conventions

The standard mouse has two buttons, left and right, each performing certain
functions. In this manual, we use these terms for using the naigkeright-click,
double click anddeselect

Theclick is a single press on the left mouse button. Place the cursor over the
desired function, and press the left button to enable, or “select”, that function.

A right-click is a single press of the right mouse button.
To double-click move the cursor over the desired function, and quickly press the
left mouse button twice. If there is too long a pause between clicks, the computer

may interpret your action as two separate clicks and may not perform the desired
function.
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Conventions Introduction

To deselectan object, move the cursor off the icon or folder onto a blank space
within the window and press the left mouse button.

Note I

Some mouse manufacturers allow you to change the function of the mouse
buttons for those who prefer (for example) to use the mouse with their left hand.
In this case, reverse the commands when you use them. For example, a click
refers to a single press of the right mouse button, while the term right-click refers
to a single press of the left button, and so on.

OSAS Conventions

Operations in OSAS follow conventions, or patterns. The conventions used in
OSAS applications are presented below.

Running OSAS
OSAS memory and disk space requirements vary according to the operating system
you use and the size of your data file. ConsulRbsource Manager User’s Manual
for more information.

Starting OSAS

To start OSAS on a Windows machine, double-click the OSAS icon on the desktop
or in the appropriate folder.

To start OPEN SYSTEMS Accounting Software on a non-Windows machine,
enterosasat the operating system prompt.

The command can recognize three parameters: -t, -c, and -a.
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Introduction Conventions

The terminal ID (-t) is the identification code assigned to the terminal you are using
to work with OSAS. On multiuser systems each terminal usually has a default ID
that was assigned when the terminals were added to the system. Use the -t
parameter only when you want to log on with an ID other than the default ID. The
terminal parameter is valid only if you are using Resource Manager for LANs.

The company ID (-c) is the identification code assigned to a company. If your
system carries two or more companies and you do not enter a company ID, the
menu of the company entered by the last person who used the terminal appears.

The access code (-a) is your personal password. ReferResoairce Manager
User’s Manual for information about assigning passwords.

The most general expression for getting into OSAS takes all the parameters into
account. For example, if you are on terminal 2, you want to work with company B,
and the password Isrxst, specify that information to enter the system:

osas -tT2 -c B -alerxst

You can enter the parameters in any order, and you can use any combination. You
must leave a space between the parameter mark (-t, -c, or -a) and the parameter
itself.

Menu Conventions

When you start OSAS, the Main menu, which presents the applications you can
use, appears. If you are using the Resource Manager for UNIX, the Text menu
appears. If you are using the Resource Manager for Windows, you can choose
between the Text Menu, Graphical Menu, or Start Menu. In Windows, use the
Workstation Configuration Defaults function in Resource Manager to select the
style of menu you want displayed. The following pages describe how you use each
of these types of menus.
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Favorites Menu

The Favorites menu operates in the text-based format as well as in the graphical
formats. The Favorites menu allows quick and easy access to the OSAS functions
you use most, allowing you to add selections for entire menus or particular
functions.

With the Favorites menu, you save time in no longer switching to and from
commonly accessed applications. For example, if you have application entries in
Transactions (Accounts Payable), Transfer Journals (Inventory), and Edit
Transactions (General Ledger), rather than moving through each application menu
by menu, you could set up a Favorites Menu where, with one press of the enter key
or a click of a button, your function would be open for work.

Favorites Menu: Graphical Style

Famrie barw - TN

A Warsawion |

T4 B Teeawoiea |

L ] |

For Favorites Menu set up information, see page 1-25.
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Text Menu

The Text menu can be used on all OSAS compatible systems. Using text-based
menus, the Text menu (shown below) offers easy access to your applications.

Text Main Menu

geign [d Pl Help
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When you select an application, the application’s menu, which presents several
related functions, is superimposed over the Main menu. Selecting a function leads
you to a function screen or to another menu.

You can select applications from the Main menu in these ways:

¢ Use the arrow keys to move the cursor up or down, highlighting the
application you want to use. Then pr&gn or Enter to select it.
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Text Menu Introduction

e Press the first letter of the application you want to use. The cursor jumps to the
first application beginning with the letter, press the letter key or the down
arrow until the application you want is highlighted. When your choice is
highlighted, pres®gDn or Enter to select it.

«  Position the mouse cursor over the application and click. The application will
briefly highlight and switch to the application screen.

«  To jump to the first application on the menu, prdssne. To jump to the last
application on the menu, prelSad.

To select a function from an application menu, highlight and select your choices
the same way you do on the Main menu—with one exception: you carPgieas
only when an option leads to another menu, and you mustEméssto select a
function.

On an application menu you can preggJp to move to the menu immediately

above it. If you are several menu levels away from the Main menu, you can return
to the Main menu by pressiigUp repeatedly or by pressing tfab key.

You can exit from a menu in these ways:

e Press thégUp key to go to the previous menu (one menu up)

¢ Press thdab key to go to the Main menu
e Use theExit (F7) command to go to the operating system

Function Keys Used in the Text menu
Most keyboards have a set of function keys (usually labeled with theHettet a

number). Within the menu, commands are assigned to these function keys. You can
use the commands to work with data entry screens.
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Text Menu

Except for theCommand Help (Esc), theJump (Tab) commands, and thenter
key, you can use the Keyboard function in Resource Manager to reassign any
function key to any command.

Key

Esc
(Command help)

F1
(Function Help)

F2
(Favorites Menu)

F3
(Change Company)

F4
(Access Code)

F4 (twice)
(Other Menu)

F5
(Live/Sample swap)

F6
(Workstation Date)

F7
(Exit)

F9
(Application Setup)

F10
(Add to Favorites)

Inventory User's Manual

Operation

Views the list of commands for the menu. (To close the
commands window, press any key.)

Displays help information for this function.

Displays the Favorites menu or changes to the regular menu
from the Favorites menu.

Allows you to switch between companies.

Displays the Access Code prompt.

Opens a menu of utilities. A calculator and Global Inquiry
(which consolidates and presents information from other
applications) are some of the utilities on the Other Commands
menu. See thResource Manager User’s Manuar

information about the utilities on the Other Commands menu.

Switches between live and sample data.

Displays the current workstation date and allows you to
change it.

Exits from OSAS.

Allows certain functions to be set up. Works only in certain
applications. The application’s user’s manual will describe the
function if necessary.

Allows you to add to and delete from your Favorites menu.
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Text Menu Introduction
Key Operation
Shift + F5 Switch between text and graphical menu styles without going
(Change menu style)  into Defaults.
Shift + F2 Displays information about the applications you have
(Application Info) installed.
PgUp Move back one menu level.
(Start over)
Tab Move back to the Main menu.
(Jump)
Enter Select a menu or function from a menu.
Up Arrow Move the cursor up or down through the menu selections.
Down Arrow
Ctrl+ G If the bell is turned on, it sounds at an error or when you must
(Bell on/off) verify a command. To turn off the bell, use this command or
the Defaults function in chapter 3. To turn the bell back on,
use this command again.
1-14 Inventory User’s Manual



Graphical-Style Menus

There are two types of graphical-style menus to choose from. The standard
Graphical menu features application buttons that resemble many Windows
functions. The Start Main menu is named because of its functional resemblance to
the Start menu in Windows 95 and Windows NT. Featuring graphical displays,
access buttons for your installed applications, and allowing access to OSAS
functions via both the mouse and function keys, both graphical-style menus allow
you a greater selection of interaction with OSAS and your data.

Both graphical-style menus are available in a Windows environment only.

Much like the Text menu, when you select an application in either graphical menu,
the application’s menu, presenting several related functions, is displayed beside the
Main menu. Selecting a function leads you to a function screen or to another menu.

If you are using the Graphical menu, click the appropriate button with the mouse to
select an application from the Graphical menu. To select a function from an
application menu, click the function’s button with the mouse the same way as you
do for an application.

If you choose the Start menu you can select applications from the Main menu in
these ways:

¢ Use the arrow keys and prdsster
. Click the selection
. Hold the mouse over the selection

From any application menu, you can select a button from the previous menu to

move directly to that menu. If you are several menu levels away from the Main
menu, you can return to the Main menu by clicking items on previous menus.
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Graphical Main Menu
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You can exit from a Graphical menu in these ways:

select a button from a previous menu

press théab key to go to the Main menu

click the Close box in the upper right hand corner of the window to close
OSAS

use the Exit (F7) command to close OSAS

select Exit from the File Menu to close OSAS
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Start Main Menu
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You can exit from a menu in these ways:

e press the left arrow key to go to the previous menu (one menu up)
¢ hold the mouse over a different menu item

e press théab key to go to the Main menu

e click the Close box in the upper right hand corner to close OSAS
e use the Exit (F7) command to close OSAS

*  select Exit from the File Menu to close OSAS
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Graphical-Style Menus Introduction

Special Commands in Graphical menus

Right-click to display the Special Commands menu, which allows you to perform
these special tasks:

From the standard menus:

e add a function or menu to the Favorites menu

« change to the Favorites menu

e change from live to sample data and vice versa
« display information about a function

«  perform special application setup

From the Favorites menu:

e remove a function or menu

¢ change to the Main menu

¢ change from live to sample data and vice versa
e display information about a function

«  perform special application setup

Menu Keys

Most keyboards have a set of function keys (usually labeled with theHettet a
number). In OSAS, commands are assigned to these function keys.

Key Operation

F1 Displays the list of Icons and Functions keys available to you.
(Key Help)

F2 Displays the Favorites menu.

(Favorites Menu)

F4 Displays the Access Code dialog box.
(Access Code)

F5 Switches between live and sample data.
(Live/Sample swap)
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Key Operation

F6 Displays the current workstation date and allows you to
(Workstation Date) change it.

F7 Exits from OSAS.

(Exit)

F9 Allows certain functions to be set up. Works only in certain
(Application Setup) applications. This application does not use an application

setup function.

F10 Allows you to add to and delete from your Favorites menu.
(Change to Favorites)  (works only with Start-style menu).

Right-click Displays the a functions display box.

Shift + F5 Switch between text and graphical menu styles without going
(Change menu style)  into Defaults.

Shift + F2 Displays information about the applications you have
(Application Info) installed.

Window Title Bar Menus

When working using the graphical menus, you can use the pull-down menus and
tool buttons (graphical icons) to access functions without using the function keys.
While the function keys still work in the graphical menus, the menu bar and icons
offers you a choice in how you access certain functions.

Using the mouse, move the cursor to the menu and click once, or, click on an icon
for the function desired. Pictured below is the OSAS pull-down menu/icon
selection.

T - A SYS T H S A casrnibneg Salives

e ool Fyeuies [ pen

Il 2 3
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File Menu
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Command Icon
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Access code

Sample data set
or Live Data set

Workstation date

Exit

Access Code dialog box

1. Enter the access code.

Key

F4

F5

F6

F7

Result

Displays the Access Code dialog
box. See Access Code dialog box
below.

Toggles between the Sample Data
and the Live Data.

Displays the Workstation date dialog
box. See Workstation Date dialog
box below.

Exits from OSAS

2. Click OK to save your entry and return to the Main Men#xit to abandon
the dialog box and return to the Main menu.

1-20
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Workstation Date dialog box

1. Enter the date, or use the up/down buttons to increase or decrease the date.

2. SelecOK to change the workstation dagystem Dateto change the
workstation date to match the operating system ddt@ndon to exit without
changing the date, @&xit to return to the Main menu.

Tools Menu
(2 - LS TR
E_Giee_ 88334 5]
Command Icon Key Result
Calculator Displays the Windows calculator.

Favorites Menu

e Lo IR Owm i
e[ e o r |

Command Icon Key Result

Change to F2 Displays the Favorites menu/Main

Favorites -ﬂ:’.l menu. Se&avorites Menwn page
1-25.
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Other Menu
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The Other menu contains a set of utilities. A calculator and Global Inquiry (which
consolidates and presents data from other applications) are some of the utilities on
the Other menu. Sébe Resource Manager User’s Manuak information about

the utilities on the Other menu.

Help Menu

Pl Jook Foeoiss Cre IR

BEOmEE e

Command

Help

About OSAS

Icon Key Result

2]

F1 Displays the online help.

Displays the About OSAS dialog
box.
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Toolbar Icons

Ol (7] 2 1 el = o
There are three icons on the toolbar that were not described above.

Icon Key Result

Displays the Application Information dialog
box.

Opens an MS-DOS prompt.

Displays a screen for calling any BBx program

i: that does not require variables to be passed to
- it. Seethe Resource Manager User’s
Manual

Other Graphical Screen Features

The graphical screens offer more than shortcuts to application functions. In version
6.0, you can, at a glance or with a mouse click, determine the date and time, switch
between live and sample data, and switch between companies and their data sets.

Date and Time

Tugte e T et
26 RN S
ZN P

The workstation date and time are displayed.
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Data Set

Tt st
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Check the Live Data radio button to work with live data. Check the Sample Data
radio button to work with sample data.

Change Company Field

H  Dakdss S upgis ;I

Select the company to change to.

1-24 Inventory User’s Manual



Favorites Menu

Your Favorites menu saves time in moving between applications, opening and
closing submenus and application menus, and allows easy access to your common
applications. By setting up your Favorites menu, you can access your most-used
functions or submenus by pressing the F2 button (or selecting the mouse pull-down
menu).

Favorites Menu: Text Style

Favoritax Amno - TOOD —

LF Transsocions
ZL Edit Tocmnmsctionm

1R TransfeEs Jousnal

There are two ways you can set up your Favorites menu, depending on if you use
the text-style menu or the graphical-style menus.

To set up the text-style Favorites menu, follow these steps:

1. Move your cursor to the submenu or application that you want placed in the
Favorites menu.

2. Pres$10.
You can presE2 to verify your selection was added to your Favorites menu.
To remove an application:

1. Presd-2to display the Favorites menu.

2. Move your cursor to the submenu or application you want removed.

3. Presg-10.
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Favorites Menu: Start-Style
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To set up the graphical-style display (you can find an example of the graphical-
style Favorites menu on page 1-10), follow these steps:

1. Position the cursor over the submenu or function you want placed into your
Favorites menu.

2. Right-click on the function or submenu. The Favorites menu set up box
(shown below) appears.
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3. Click on Add to Favorites.
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Favorites Menu

Screen Use

Screen

Add to/Remove Favorites

Change to Favorites/Main

Sample data/Live data

Setup

Function Information

Inventory User's Manual

Description

Use the Add to/Remove Favorites menu button to add the
desired submenu or function to or from your Favorites
menu.

Toggles your display menu between your Favorites menu
and your Main menu.

Switches between your sample data and your live data.

Clicking on this button or pressiRg sets up the selected
application. Setup works only in certain applications. If an
application requires a setup function, you will find
instructions in that application’s user’s manual.

Displays information about the selected function.
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Function Commands

Once you select an OSAS application function from the menu, the function screen
appears. The way that you enter data on OSAS screens is consistent from function
to function. To move around the OSAS screens you use the function commands
described below.

Most keyboards have a set of function keys (usually labeled with theHedttet a
number). In OSAS, commands are assigned to these function keys. You can use the
commands to work with data entry screens.

Except for theCommand Help (Esc andJump (Tab) commands and thHenter
key, you can use the Keyboard function in Resource Manager to reassign any
function key to any command.

Key Operation

Esc View the list of commands for the screen you are on and the

(Command help) field you are in. (To close the commands window, press any
key.)

F1 Get information about the field you are working on.

(Help)

F2 Make a selection from a range of entries for a field if the

(Inquiry) Inquiry flag appears at the bottom of the screen.

F3 Delete the information on the screen. Since this command can

(Delete) delete an entire record, use it with caution.

F4 Open a menu of utilities. A calculator and Global Inquiry

(Other) (which consolidates and presents information from other

applications) are some of the utilities on the Other Commands
menu. Se¢he Resource Manager User's Manufat
information about the utilities on the Other Commands menu.

F5 Move the cursor back to the first field on the screen or to the

(Abandon) first field after the key field. The entries and changes you
made are erased.
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Key

F6
(Maintenance)
F7

(Exit)

F8
(List)

Shift + F2 (Information)

PgUp
(Start over)

PgDn
(Proceed)

Tab
(Jump)

Enter or Down Arrow
(Enter)

Up Arrow

Ctrl +V
(Verification on/off)

Ctrl+ G
(Bell on/off)

Ctrl+ F
(Quick on/off)

Operation

Go directly to the appropriate File Maintenance function to
update information about the field you are in if the Maint flag
appears at the bottom of the screen.

Exit from a screen or a window and disregard everything you
entered.

Send the contents of the screen to a printer or a text file.

Open an Information menu. Each selection on the menu is an
information window that you can access if the Info flag
appears at the bottom of the screen. Each window contains a
category of information about the field you are in.

Move the cursor back to the first field on the screen or to the
first field after the key field without erasing the entries or
changes you made.

Approve the data on the screen, change the file accordingly,
and proceed to the next spot (field or screen).

Move the cursor to the next block of data on the screen or to
the next field that requires an entry.

Move the cursor to the next field and accept the data entered.

Move the cursor up (or back) one field. If you changed the
information in the field you were in before you used this
command, the change is lost when you move the cursor up.

If verification is turned on, you must press a key twice to
verify that you want to perform that operation.

If the bell is turned on, it sounds at an error or when you must
verify a command. To turn off the bell, use this command or
the Defaults function in chapter 3. To turn the bell back on,
use this command again.

If this option is turned off, the cursor stops at every field

possible. To make the cursor skip the fields that do not require
an entry, use this command to turn the option on.
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Key Operation

Ctrl+ 0O If this option is turned on, the applicable function keys are
(Show/hide function displayed on the screen. If this option is turned off, no keys are
keys) displayed.

Help Commands

When you use thEelp (F1) command, three commands become available for you
to use on help screens.

Key Operation
F3 Delete the help screen contents.
(Delete)

To recover a deleted help screen, copy the xxHELP file from
the distribution media to the /PROGxx subdirectoryig the
application ID). The copying process overwrites changes you
made to other help screens.

F6 Edit a help screen.

(Maintenance)

F7 Exit from the help screen and close the window.
(Exit)

In-Field Editing Commands

When the cursor is in a field that contains information, you can use the following
keys and commands:

Key Operation

Right Arrow Move the cursor to the right.

Left Arrow Move the cursor to the left.

Del Delete the character the cursor is on.
(Delete)
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Key Operation
Ins Switch insert mode on and off. When the Insert flag appears at
(Insert on/off) the bottom of the screen, characters you type push characters

after the cursor off to the side. When insert mode is turned off,
characters you type write over existing ones.

Home Move the cursor directly to the beginning of the field.

End Move the cursor directly to the end of the field.

F9 Restore a field to the way it was before you changed it. You
(Undo) can use this command only while you are in the field; once

you move past it, you must use #higandon (F5) command
to clear the field.

F10 Delete the characters in the field to the right of the cursor. If
(Delete to end of line)  insert mode is turned off and you enter a character in the
field’s first position, everything in the field is deleted.

Inquiry Commands

When you use thinquiry (F2) command, several other commands become
available for you to use in the inquiry window.

Note I

To shorten your data search, use a partial-key inquiry to cut down the size of the
inquiry list. For example, if you know that the 1D starts wittenterJ in the ID

field before you use thiaquiry command. The inquiry list will start withand

run through the end of the list.

Key Operation

PgUp Display the previous page of the window.
PgDn Display the next page of the window.
End Move directly to the last item on file.
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Key Operation

Home Move directly to the first item on file.
Down Arrow Move down one item.

Up Arrow Move up one item.

Ins Enter a string of information.

(Look up)

If you have an idea of what you are looking for and the ID is
longer than one character, you can make a partial-key inquiry
to cut down the size of the inquiry list. For example, if you
know that the ID starts with enterd in the ID field.

F7 Leave the Inquiry window without selecting anything.

(Exit)

Enter Select the item the cursor is pointing to.

Esc Open a window that shows Inquiry window commands and
(View commands) the window ID.

Inventory Search Commands

If you use the Inventory application and the cursor is in an Item ID field, you can
use any of thénventory Search commands to search for information about items
and select an item for entry in the field you are in.

Key Operation

Shift + F3 Search for items with a specified alias listed as an alternate

(Alias Lookup) item. When you enter the alias, you can use thand “?”
wildcard characters to restrict or widen the search.

Shift + F4 Search for an item based on customer ID or vendor ID.

(Customer/Vendor When you enter the customer or vendor ID, you can use the

Lookup) “*" and “?” wildcard characters to restrict or widen the
search.
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Key

Shift + F5
(Detail Lookup)

Shift + F6
(Lot—Item Lookup)

Shift + F7
(Serial Number—Item
Lookup)

Shift + F8

Operation

Search for detailed information about an item. You can
enter search information in any of the fields that appear,
using any of the following wildcard characters to restrict or
widen the search:? <> =

Search for an item based on lot number. When you enter the
lot number, you can use th&™and “?" wildcard characters
to restrict or widen the search.

Search for an item based on serial number. When you enter
the serial number, you can use thé&dnd “?” wildcard
characters to restrict or widen the search.

Search for an item based on item description. When you

(Item Description Lookup) enter the description, you can use thédnd “?” wildcard

Report Commands

1-34

characters to restrict or widen the search.

You can use the following commands when a report is displayed on the screen:

Key
PgUp
PgDn
Home
End

F7
(Exit)

Left Arrow
Right Arrow

Tab
(Toggle)

Operation

Move to the previous page of the report.

Move to the next page of the report.

Move directly to the top of a group of pages.
Move directly to the bottom of a group of pages.

Exit to the menu from any point in the report.

Move left one character.
Move right one character.

Toggle between the left and right halves of a report.
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Key

Operation

Up Arrow/Down Arrow  Move a line up and down the screen to line up information

Scroll Region Commands

when you toggle between halves of a report.

When the prompt (>) is in a line-item scroll region, you can use the following

commands:

Key

Down Arrow
Up Arrow
PgUp

PgDn

Home
End

F3
(Delete)

Ins
(Insert)

Enter
(Edit)

Inventory User's Manual

Operation

Move down one line item.
Move up one line item.

Move to the previous screen or to the first line if you are on
the first screen.

Move to the next screen or to the last line if you are on the last
screen.

Move to the first line item in the entire list.
Move to the last line item in the entire list.

Delete the line item at the prompt (>).

Insert a line item at the prompt (>).

Edit the line item at the prompt (>).
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Reports

Selecting a Range of Information

Sorting

To produce a report, you must specify the amount of information you want in the
report.

e To produce a report that includes all the available information, leave the
From-Thru fields on the report function screen blank. For example, if you
want information about all the vendors to be in a report, leave the Vendor ID
From and Thru fields blank.

e To limit the amount of information in the report, enter the range of
information in the From-Thru fields. For example, if you want a report to
include information only about vendor ACEO01, enter ACEOO1 at both From
and Thru. If you want the report to include information only about vendors
that start with CO, enter CO at From and COZZZZ at Thru.

Each field where you enter information on a report function screen usually restricts
the overall output of the report. For example, if you leave the Vendor ID From and
Thru fields blank, the report will contain information about all the vendors. But if
you enter invoice 100 in the Invoice Number From and Thru fields, and invoice
100 is assigned only to vendor ACEOQ01, the report includes information only about
vendor ACEQOL.

Information for reports is sorted first by a space (_), then by characters, then by
digits, then by uppercase letters, and finally by lowercase letters. No matter what
you enter in the From and Thru fields, however, your entries are sorted in
alphabetical order (unless the function provides an option to sort the information
differently).

Sorting by alphabetical codes or IDs is easy. For example, tA€LIzomes
before the IDBB because A comes before B.
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But take notice when you enter codes or IDs that consist of something other than
letters; the order might not be what you expect. For example, if 20 items are labeled
1 through 20 and you want all of them to be in a report, you might enter 1 at From
and 20 at Thru, expecting them to be listed 1, 2, 3. .. 19, 20. However, since OSAS
sorts in alphabetical order, they are listed in a different order: 1, 10-19, 2, 20, 3-9.

To prevent that situation, pad extra spaces in codes and IDs with zeros so that
numbers in alphabetical order are also in numerical order. In the example above the
items would be labeled 00000000000000000001 through 00000000000000000020.

Output Device

1-38

Report functions screens offer four output options: printer, file, screen, and end.

< When you need a hard copy of a report, séheand either accept the printer
that appears or enter the code for the printer you want to use.

If applicable, selecs if you want the report to be in standard-size print afr
you want it to be in compressed print.

If you want to stop printing after it has begun, pi@g$ + Break.

e If you want to save the report as a data file—for example, to include it in a
word-processed report (in CR-LF format)—selecThe data path for the
workstation, including the default drive, appears if it is specified in the
Defaults function. Enter the filename and file extension, using no more than
35 characters overall.

e To preview the report—you must be using the Visual PRO/5 Interpreter and

have a sysprint printer in your CONFIG.BBX file—sel&ct

If applicable, selecs if you want the report to be in standard-size print afr
you want it to be in compressed print.

In the Printer dialog box that appears, select a sysprint printer and press
Enter. The report is displayed on the screen.
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To view the report on the screen, sefedf the workstation default for
compressed charactersnactive the report is displayed in standard character
mode. If the default iactive you can select standard mode or compressed
mode. See your terminal documentation and the section on the termcap file in
theUser’s Reference Guide (PRQ/5)

If the messag&nd of Pageappears at the bottom of the report screen, you
can pres&nter to generate the next page of the report. If the mesSadjef
Report appears at the bottom of the report screen, you cankpnéssto exit
to the menu you selected the report from.

If you need to change some selections before you produce the report:select
and then pres&nter. To end the function and return to the menu without
producing the report, selegtand then use thexit (F7) command.
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Installing the Application

The best time to install Inventory is at the beginning of your fiscal year so that you
will not have to enter information for an entire year. If you cannot install Inventory
at the beginning of your fiscal year, install it at the beginning of a month (or an
other accounting period).

If you plan to use General Ledger and Accounts Payable/Purchase Order, install
and set up the current version of those applications in that order before you install
Inventory.

You can put this version of Inventory on the system in one of two ways: you can
install a new system, or you can convert the old files and upgrade the system. To
install Inventory, use the Install Applications function in Resource Manager (see
theResource Manager User's Manalo convert files and upgrade the system,
see appendix A.
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Setup Considerations

Follow these steps to prepare for entering your data:

Define types of inventory items.
Organize your inventory items.
Set up codes and IDs.

Choose costing methods.
Determine options and interfaces.
Set up access codes.

ouhswNE

Defining Types of Inventory Items

Many businesses have a variety of serial, nonserial, and service items. Serial
numbers are used to track large-ticket items such as appliances, computers, and
stereo equipment. Nonserialized items are regular inventory items identified by the
item 1D and description. Service items are work you perform for your customers—
for example, service warranties and repair services.

Organizing Inventory Items

Items in Inventory are identified by an item number and a description. You can also
assign additional identification to an item: product line, location, user-defined
fields, bin number, status, vendor ID, unit of measure, serial number, and lot
number.

In some of the Inventory reports functions, you can select the order the information
is presented. In the Price Report you can sort the information by item ID or by
location ID; in the Valuation Report you can sort the information by product line or
user-defined fields. Organize your inventory items with this information in mind.

Setting Up Codes and IDs
When you set up the system, you assign codes and IDs to tell the system how to

identify each item on file. The system uses these identifiers to organize the
information in reports and inquiry windows.
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The system arranges code characters in a particular order. In the following list
codes and IDs are sorted from lowest to highest and dashes represent blank spaces:

————— 0
————— 1
————— z
————— a
————— 01
_— a___
000000

000001

1
The organization of these codes illustrates the following principles:

¢ The system reads codes from left to right until it finds something other than a
blank space.

« |tems that make up a code are always listed alphabetically. The items are
listed in this order for each position:

blank spaces
characters (-, *, /)
numbers (0-9)
uppercase letters (A-2)
lowercase letters (a—2z)

Numbers are sorted as if they were letters. When the first characters of several
IDs are compared, the ID with the smallest first character is placed first in the
list. If the first character of the IDs is the same, the second characters are
compared and the ID with the smallest second character is placed first in the
list. This comparison is made for each character in the range of IDs until they
are in alphabetical order. For example, in the alphabetical sorting ID 112
comes before ID 60, since anything that starts with 1 comes before anything
that starts with 6 alphabetically.
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Listed below are some suggestions for setting up codes and IDs:

e To prevent organization problems, use zeros to make all IDs the same length.
If IDs are divided into more than one part, the part should be the same length
in every ID. Do not use spaces to divide IDs into more than one part. For
example, use ACE-01 instead of ACE-1.

e If you use numbers for IDs, pad them with zeros so that they are all the same
length and numeric rules can hold true. If ID 60 were ID 000060 and ID 112
were ID 000112, ID 000060 would be listed first, since 060 is less than 112
alphabetically and numerically.

* Ifyou use letters in IDs, use either all uppercase or all lowercase letters so that
the IDs can be sorted correctly.

¢ Use descriptive IDs. For example, WINOO1 and WINOO2 are more descriptive
IDs than 001 and 002. (However, if you already use a numbered system, you
may want to continue using it.)

« If you want to sort items by a particular attribute—name or group—put the
attribute in the ID.

¢ To ensure that you can insert new items into a sequence, use a combination of
letters and numbers that leaves room in the sequence for later additions.

Item IDs

Item IDs, which can be 20 characters long, identify items throughout Inventory and
other OSAS applications. Items can have the same product line, location, and price
ID; but no two items can have the same product line, location, priantbtem

ID.
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Establish an item numbering system that organizes your inventory for your
business. If you currently identify your items by a number, use that number as the
ID. If you do not already have a numbering system, use the following suggestions
to create one:

¢ Use as many of the 20 characters as you need to establish a logical system, but
use as few characters as possible to identify your items.

¢ Leave room between IDs so that you can add items.

¢ Use IDs that make selecting ranges of items easy. For example, if all your
inventory numbers for raw materials begin with RM (and no other items begin
with RM), you can specify a range of inventory items such as RM0001
through RM0100 to print a report that lists only raw materials.

Location IDs

Location IDs, which can be 6 characters long, identify where you store your
inventory items. If you currently identify your locations by a number, use that
number as the ID. If you do not already have a humbering system, create an
alphabetic or an alphanumeric system.

Product Lines

Product lines, which can be 12 characters long, categorize or identify groups of
similar items. Product lines are used throughout Inventory in reports (as sort
options) and physical counts.

When you set up product lines, set up a character sequence that identifies both a
broad category and specific categories of items. For example, the first three
characters could identify broad categories, and the remaining characters could
identify a specific category.

Price IDs

Price IDs, which can be 6 letters long, identify customer-level pricing. You may
want to set up price IDs for categories of items or items in particular locations.
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Choosing Costing Methods

You must select a costing method for your items in the Options and Interfaces
function in Resource Manager.

TheFIFO (first-in, first-out) method uses the oldest items in your inventory as the
basis for costing your sales and inventory. FIFO allocates the oldest unit costs to
the cost of goods sold and the most recent unit costs to the ending inventory. When
costs rise, the FIFO method yields the highest net income; when costs fall, the
FIFO method yields the lowest net income.

TheLIFO (last-in, first-out) method uses the last items brought into inventory as
the basis for costing sales and inventory. When costs of your inventory items rise,
the LIFO method yields the lowest net income of all the costing types; when
inventory item costs fall, the LIFO method yields the highest net income.

Theaverage cosimethod calculates a weighted average cost by dividing the total
cost of all units of an inventory item by the number of units on hand.

Thestandard costnethod is an estimate of costs you set yourself. For example, in

a manufacturing operation the standard cost is the cost of the item plus costs of raw
materials, labor, and overhead. Set up standard cost codes in the Standard Cost
Makeup Codes function and assign them to item locations on the Item Locations
Cost Information screen.

Determining Options and Interfaces
Interfaces
Inventory can be interfaced with General Ledger and Purchase Order. If you want
to interface Accounts Receivable, Sales Order, Accounts Payable, or Bill of

Materials/Kitting with Inventory, see the user’s guides for those applications.

When Inventory is interfaced with General Ledger, the inventory accounts assigned
to the items in locations and in the specified transfer account are updated.

Inventory User’'s Manual 2-9



Setup Considerations Setup

When Accounts Payable is interfaced with Inventory, you can view information
from Inventory about a purchased or a returned item: description, serialized item
information, and unit of measure. The quantities, costs, and purchase history are
updated in Inventory when you post transactions in Accounts Payable.

When Inventory is interfaced with Purchase Order, the same information is
exchanged as with Accounts Payable. In addition, the INLDxxx (Location Detail)
file keeps track of quantities on order when you place orders through Purchase
Order.

When Accounts Receivable is interfaced with Inventory, you can view information
from Inventory about a sold or returned item: price, cost, assigned general ledger
account numbers, serialized item information, category code, and unit of measure.
The sales quantities and amounts, costs, serialized item information, and sales
history are updated in Inventory when you post transactions in Accounts
Receivable.

When Sales Order is interfaced with Inventory, the same information is exchanged
as with Accounts Receivable. In addition, the INLDxxx file tracks the quantity
committed when you place orders in Sales Order.

When Bill of Materials/Kitting is interfaced with Inventory, you can track the
assembly of raw materials in an assembly and group several items (otherwise sold
separately) as one. When the assembly is completed, Bill of Materials/Kitting
updates the INLDxxx file.

Options
To set up each company’s options and interfaces, us the Resource Manager Options

and Interfaces function (see tResource Manager User’s ManddN is the
application ID.

Your answers to the following questions determine how the system works and how
information flows through it.

1. Toggle toYES orNO to indicate whether or not you want to interface General

Ledger, Accounts Payable/Purchase Order, and Accounts Receivable/Sales
Order.
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10.

11.

The interface options work independently of each other. You can respond to
them with any combination of Y’s and N’s.

Toggle toFIFO, LIFO , Average or Standard to indicate the costing
valuation method you want to use.

Toggle toYES or NO to indicate whether or not you want to allow quantities
to be edited online.

Toggle toAverage Last, Base or Standard to indicate the cost you want to
use for zero-quantity items.

Toggle toYES or NO to indicate whether or not you want to enter 1 to 10
lines of additional text for items.

Toggle toYES or NO to indicate whether or not you want to be able to enter
price information for sales transactions.

Toggle toYES or NO to indicate whether or not you want to keep detail
history for inventory. If you elect not to keep detail history for inventory, you
cannot access the Inventory Movement Report and Transaction History
Report functions.

Toggle toYES or NO to indicate whether or not you want to keep lot history.
If you select NO, you cannot use the Lot History Report function.

Toggle toYES or NO to indicate whether or not you want to keep serial
history. If you select NO, you cannot use the Serialized History Report
function.

Toggle toYES or NO to indicate whether or not you want to show costs of
items in sales transactions.

Toggle toYES or NO to indicate whether or not you want to post line-item
detail or only summary information to General Ledger. You cannot select YES
if you elected not to keep detail history.
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12. Toggle tor¥ES or NO to indicate whether or not you want the system to check
for aliases in the Item ID field in reports.

13. Toggle tcSerial/Lot or Lot/Serial to select the order you want to use for your
transaction entry method.

14. Toggle toYES or NO to indicate whether or not you want to allow discounts
on serialized items.

15. Toggle toYES or NO to indicate whether or not you want the system to
display costs when you use the price and availability lookup.

Setting Up Access Codes
To restrict access to data files, menus, and functions that provide confidential
information or are sensitive to change, use the Resource Manager Access Codes

function to set up access codes on your system.

Access codes are company-specific. When you set up an access code for a user, the
code is assigned the company you are in.

After you set up your access codes, print a list of the codes and store it in a safe
place.
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When you set up your inventory items, gather and enter the information in the
order below. As you complete the setup steps, use the Master File Lists and Master
Code Lists functions to print the information you entered in each step; use the lists
as references throughout the setup process.

Set up the INPDxxx table.

Enter sales categories.

Enter customer levels.

Enter product lines.

Enter account codes.

Define forecast types.

Define standard cost makeup codes.
Define user-defined fields.
Define user-defined field sorts.
Enter locations.

Set up price structures.

Enter item IDs and descriptions.
Enter general information for items.
Define units of measure.

Set up alternate items.

Enter item locations.

Enter location information.
Enter location price information.
Enter location cost information.
Enter vendor information.

Enter bin information.

Enter lot information.

Enter serial information.

Set up promotional pricing.

NNNNNRPRPRREPRRRRRR
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Tables

Tables store information relating to the system, data, options and other
applications.
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Note I

Use tables only to enter and store data. Do not delete or rearrange the account
descriptions. The system looks for the information by the position of the account
descriptions in the table.

Set up the INPDxxx table before you set up anything else. For information about
this table and other Inventory tables, see chapter 4.

If you are setting up multiple companies, you must set up an INPDxxx table for
each one.

Sales Categories

Sales categories identify the market you sell groups of items to and help you
analyze sales. They are used in Accounts Receivable and Sales Order to sort detail
sales history.

SelectSales Categorie$rom the Code Maintenance menu. Then enter each sales
category and a description.

Customer Levels

Customer levels identify groups of customers you sell to and are used for pricing
purposes, when you set up customers in Accounts Receivable and Sales Order,
when you sell items, and in the Price Structures and Promotional Pricing functions.

SelectCustomer Levelsfrom the Code Maintenance menu. Then enter each of
your customer levels and a description of each customer level. Examples of
customer levels are senior citizens, frequent buyers, contractors, and builders.

Product Lines

Product lines categorize your inventory items into groups of similar items. You can
sort by product line in many reports, and you can specify the product lines you
want to use when setting up promotional pricing.
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SelectProduct Lines from the Code Maintenance menu. Then enter each product
line and a description of each product line.

Account Codes

Account codes contain default accounts for posting to General Ledger. The
accounts are paired under one account code, which can be assigned to an item. You
can enter an account number for the following general ledger accounts:

e sales

e COGS

e inventory

e work in process

¢ inventory adjustment

¢ COGS adjustment

e purchase price variance

e physical count adjustment
e transfer cost

The accounts you enter are used when the item is sold or returned through
Accounts Receivable/Sales Order or purchased through Accounts Payable/
Purchase Order.

For more information about setting up general ledger accounts, S8eribeal
Ledger User’s Manual

SelectAccount Codesfrom the Code Maintenance menu. Then enter each account

code or copy an existing code. Enter a description of each code and an account
number for the GL accounts.

Forecast Types
Forecast types help you predict current and seasonal trends for your inventory

items. You can set up a forecast type for seasonal, regular, slow-moving, or fast-
growing items.

Inventory User’'s Manual 2-15



Entering Your Data Setup

When you use forecast types, you must have sales history for the item. Sales
history is used to accurately determine the reorder quantity and usage for your
inventory items.

When you assign a forecast type, you decide on the weight factor for the periods
you want to base your forecast on. How you determine the weight factor depends
on the item you are working with and your reorder process. You might base your
forecast 100 percent on last month’s sales or on sales from one year ago. You can
also split the weight factor; for example, you might base the forecast evenly on the
last four months.

You can assign an adjustment percentage to determine sales increases or decreases.
For example, if you are expecting sales to grow for the items in the forecast type,
you may want to increase the percentage accordingly.

Once a forecast type is set up, it is assigned to an item in the Item Locations
function. Then in the Reorder Report function, you can calculate reorder quantities,
using the forecast type method.

SelectForecast Typedrom the Code Maintenance menu. Then enter each forecast
type code or copy an existing code. Enter a description of each code, a weight
factor from O (or leave the field blank) to 100 percent, and an adjustment percent
for expected increases or decreases in demand.

Note I

The total weight factor for the periods must equal 100 percent.

Standard Cost Makeup Codes
An item’s standard cost is the amount an item should cost based on its standard

costing model. The standard costing model varies from company to company and
is usually used in a manufacturing environment.
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If you use the standard costing valuation method, you must define cost codes that
make up your standard cost. Cost codes are used on the Cost Information screen in
the Item Locations function and define the composition of the standard cost for an
item. Examples of standard costs for items are marketing, labor, and distribution
costs.

SelectStandard Cost Makeup Codedrom the Code Maintenance menu. Then
enter each cost code and a description of each code.

User-Defined Fields

You can set up 16 user-defined fields, which can be used to describe an item. User-
defined fields 1 and 2 are sort options in report functions. User-defined fields 3 to
16 are unsorted fields. All user-defined fields can be assigned to an item on the
General Information screen in the Items function.

When setting up the sorted fields, use fields that you sort by most often. These
fields are used as sort options in several reports and in the Calculate Reorders, Iltem
Price Change, Cost Changes, Physical Inventory Selection, and Freeze Quantities
functions.

SelectUser-Defined Fieldsfrom the Code Maintenance menu. Then enter a user-
defined field number and a description of the user-defined field.

Enter an unlimited number of field values and a description of the field values. For
example, ifdisk sizds your first user-defined field, you could list the available
sizes of diskettes (3.5-inch, 5.25-inch) in the field values and use the description
3.5-inch diskette

If you leave a field value and description blank for a user-defined field, the user-

defined field is free-form when you assign the user-defined fields to an item in the
Items function.

User-Defined Field Sorts

In addition to the two sorted fields (user-defined fields 1 and 2), you can add two
other sorting options that can be used in several reports.
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SelectUser-Defined Field Sortsfrom the Code Maintenance menu. The user-
defined fields you set up in the User-Defined Fields function are displayed. You
can also choose to sort by product line.

Enter the description of the sort sequence that appears in the functions mentioned
above. Then enter the number of the user-defined fields you want to appear first,
second, and third in the sort sequence. You can choose between any of the 16 user-
defined fields (or however many you set up) and the product line, but each user-
defined field can be used only once in a sort sequence.

After you save your sort sequences, they are written to the INVExxx (Items) and
the INKYxxx (Alternate Keys) files. If you want to change the sort sequence, you
must back up your data files first.

Locations

Locations are places your items are stored—warehouses, vendors, retail stores,
receiving docks, repair locations, or cities. Location IDs should convey
information about the location. For example, you might use VNOOO1 as the
location ID for a vendor and WHO0O0O1 as the location ID for a warehouse.

Before you add items, you must set up at least one inventory location.

SelectLocations from the File Maintenance menu. Then enter each location ID,
the name of the location, the address, the city, the state, the zip code of the location,
the contact person at the company, and the phone and fax numbers for the location.

If you plan to calculate reorders based on the EOQ, enter a default carrying cost
percentage and an ordering cost amount. The carrying cost is the percentage it costs
you to store the item at the location. The ordering cost is the amount it costs to
place an order from the location.

2-18 Inventory User’s Manual



Setup Entering Your Data

Price Structures

You can define pricing in the Inventory system in several ways, and depending on
the products your company sells, you might choose any of the following
combinations of pricing:

e Price StructuresPrice calculations can take the form of a discount (based on
a percentage or a dollar amount) from several pricing fields or a markup from
several cost fields. By combining a customer level and the price ID, you can
develop many unique pricing structures.

e |tem LocationgPrice Information screen): Since you can sell an item in
several units of measure, you must set prices for each unit, using the average,
base, list, and minimum pricing fields. In addition, you can define quantity
break pricing for each unit of measure.

¢ Item LocationgPrice Information screen): To price items for customer
groups, use customer-level pricing in the Item Locations function.

«  Promotional Pricing Use promotional pricing for short-term specials. You
can specify beginning and ending dates for promotional prices.

Set up price IDs to store customer-level pricing information, an adjustment base,
and adjustment amounts.

Price IDs can be assigned to an item in the Items function and to an item location in
the Item Locations function. If a different price ID is set up at the location level
from the price ID set up at the item level, the price ID set up at the item level is the
default. You can also assign a price ID to a transaction in the Inventory
Transactions function.

SelectPrice Structuresfrom the File Maintenance menu, and enter a price 1D or
copy an existing ID. Then enter a description of the price ID, a customer level, a
description of the customer level, an adjustment base, an adjustment type ($ or %),
and the amount of the price adjustment.
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Note I

If a customer level is not found when the price is calculated, the default customer
level NONE is used.

Item IDs and Descriptions

Item IDs and descriptions identify the inventory item and are used throughout
Inventory.

To save time, set up one item first, following all the steps thrQagial
Information later in this chapter. Then when you enter new items, use the Copy
From window to copy any of the following information:

e alternate items

e user-defined fields

¢ location information

e price information

e customer-level pricing

e cost summary information
e vendor information

¢ bininformation

Selectitems from the File Maintenance menu. Then enter each item or copy an
existing item record, and enter a description of the item.

If you elected to use additional descriptions in the Options and Interfaces function,
you can add 1 to 10 lines of additional descriptions for the item.

If you choose to add or edit information on the General Information, Units of
Measure, Alternate Items, and Item Locations screens, see the explanation of those
screens below.

If you are entering a new item, you must enter general information.
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General Information

The information you set up on the General Information screen is used at the item
level and is not associated with a location.

1.

2.

3.

10.

11.

12.

Enter the status of the item: active, discontinued, obsolete, or superseded.
Enter the type of item you are working with: serial, nonserial, or service.

If Bill of Materials/Kitting is interfaced with Inventory and the item will be
described as a kit, set the flag to YES.

If you plan to set up lots for the item, you must set the flag to YES.

If you want the system to calculate the reorder point for the item, set the flag
to YES. If you are planning to use the Generate Purchase Requisitions
function, this flag must be set to YES.

Enter the smallest unit of measure for the item, which is your base unit of
measure. Initially the base unit is also your default unit of measure, but you
can change the default unit of measure on the Units of Measure screen.

If you want, assign a sales category to the item.

If you want, assign a product line to the item.

Enter the price ID you want to use for the item.

Enter the tax class for the item.

Enter the weight of the item.

The user-defined fields you set up in the User-Defined Fields function are
displayed. Select and assign the user-defined fields for the item.
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Units of Measure

You can assign an item a default unit of measure, unlimited alternate units of
measure, a conversion factor, and a penalty amount. The base unit of measure must
be your smallest unit of measure.

Note I

You cannot change your base unit of measure if quantities are on file.

If the smallest unit of measure is EACH, you might use the following alternate
units: a BOX of 10, a PKG (package) of 100, a CARTN (carton) of 500, and a
CASE of 1000.

The conversion factor tells the system what portion of the base unit the alternate
unit is. In the example above you would enter the units with the following
conversion factors:

Unit Conversion Factor
EACH 1.00
BOX 10.00
PKG 100.00
CARTN 500.00
CASE 1000.00

The base unit of measure is EACH, but you can set up BOX as the default unit of
measure if you sell the item most often in boxes.

The penalty amount determines the price when fractional parts of a unit are sold.

For example, if a customer orders half a carton, you might add a penalty to the
price because you have to sell part of a carton.
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A penalty expressed as a percentage applies to the fractional part of the units sold,
resulting in a unit penalty. A penalty expressed as a dollar amount applies to the
inventory item, regardless of the quantity sold, resulting in a penalty per sale rather
than per unit.

Make sure that your base unit of measure is set up. Then enter each unit of measure
and a conversion factor for each unit of measure.

To charge a percentage that applies to the fraction of the units solderiter
charge a dollar amount that applies to the entire sale,%rben enter the
percentage or the dollar amount of the penalty.

Alternate ltems

Alternate items store additional identification about an item. You can choose to
enter an alternate item ID, customer identification, alias identification, a
superseded part number, a bar code, and vendor identification for an item.

Alternate Item ID

If you have items that are comparable or can be substituted for other items, you
may want to set up alternate item IDs. The alternate item ID is used when you sell
an item with insufficient quantities in inventory.

Customer ID

If Accounts Receivable/Sales Order are interfaced with Inventory, you can assign
customer IDs to an item. For example, if a customer uses PS145 as the
identification for plumbing supplies, but your item ID is 700, you set up PS145 as
the customer ID on the Alternate Items screen. Then when the customer calls to
order more PS145 and you enter item ID PS145, a message gives you the inventory
item 1D 700.
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Note I

When you set up customer alternates, you must enter the customer ID in the
source field.

Alias

An alias is another name for an item. You can define an alias as an alternate for any
inventory item. For example, you might use an alias as an alternate if item 700 is
also known aplumbing suppliesWhen you entgolumbing supplieas an item ID,

a message lets you know tipittmbing suppliess an alias for item 700.

Superseded

Superseded alternates are replacements for items that are no longer available for
purchase or sale. For example, if you set up item 700 as the superseded alternate of
item 100, each time you enter item 700 for a sale or a purchase, a message lets you
know that item 700 has been replaced by item 100.

Before you set up superseded alternates, change the status of the item to
supersedeth the ltems function. The system will not find superseded alternates
unless the status of the itensigperseded

Bar Code

If you use bar codes, set up the bar code alternate to record the identification
number for an item. Then whenever a bar code is scanned or entered in an item 1D
field, the item ID appears.

Vendor ID

If Accounts Payable/Purchase Order are interfaced with Inventory, you can assign
vendor IDs to an item. For example, if a vendor uses VC200 as the identification
for vacuum cleaners, but your item ID is 300, you can set up VC200 as the vendor
ID on the Alternate Items screen. Then when you call the vendor to order more
VC200 and you enter item ID VC200, a message gives you the inventory item ID
300.
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Note I

When you set up vendor alternates, you must enter the vendor ID in the source
field.

For each alternate you set up, you can define a start date and an end date. If you
want to keep the alternate indefinitely, leave the fields blank.

Item Locations

You can get to the Item Locations screen from the Items menu or the File
Maintenance menu.

To save time when assigning locations to your inventory items, set up one location
first, following all the steps througBerial Information later in this chapter. Then
when you assign additional locations, use the Append Location window to copy
any of the following information:

e price information

e customer-level pricing

e cost summary information
e vendor information

¢ bin information

To add locations to the item you are working with, presthe Append Location
window appears.

Note I

You must assign one location for each item.

If you choose to add or edit location information, price information, cost
information, vendor information, bin information, lot numbers, and serial numbers,
see the explanations below.
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If you did not identify the item as a lotted or a serialized item in the Items function,
you cannot maintain the Lot Information or Serial Numbers screens.

If you are entering a new item, you must enter location information.

Location Information
Default Information

The default information you set up on the Location Information screen is used at
the item location level.

1. Enter the default vendor ID.

2. Enter the default bin number. It appears in Physical Inventory reports and on
picking slips.

3. Enter the default price ID.

4. Enter the number of days it takes the default vendor to ship the item to you.
The default lead time is used in the calculation of the order point for the item.

5. You can assign a status to both an item and an item location. When assigning
statuses, remember that the item is the primary source (the item location status
is dependent on the item status). For example, if you want to change the status
of an item fromactiveto discontinuedthe only place you need to change the
status is at the item level. When you change the status of the item to
discontinuedall the statuses for the item at the location level will be
converted taliscontinued

The following list shows the relationship between the item status and the item
location status.

Item Status Item Location Status
Active Active, Discontinued, Obsolete, Superseded
Discontinued Discontinued, Obsolete, Superseded
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Item Status Item Location Status
Obsolete Obsolete, Superseded
Superseded Superseded

If the item is active, the item location status can be active, discontinued,
obsolete, or superseded. If the item is discontinued, the item location status
can be discontinued, obsolete, or superseded. If the item is obsolete, the item
location status can be obsolete or superseded. If the item is superseded, the
item location status can be only superseded.

Note I

When you enter transactions, the system reads the status of the item location. You
cannot purchase an item with obsolete, discontinued or superseded status, and you
cannot sell an item with obsolete status.

6. Enter the default forecast type. The forecast type assigned to the item is used

in the calculation of the reorder point if you are using the forecast type
method.

Inventory Value
The item value, COGS adjustment, and adjusted value fields are displayed.
Order Quantities

Set up the following order quantities for the item:

The maximum order quantity is the maximum number of units you want to
have on hand at one time. It is used in the Reorder Report when you use the
Min/Max calculation method.
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e The order point is an estimate of the quantity you will use during the order
process plus safety stock you want to maintain. If you want the system to
calculate reorders, fill in an order point for the item.

e Safety stock is the minimum number of units you want to keep on hand at all
times because of uncertainty in the order process.

* The EOQ is the quantity you want to order weighted against the cost to place
an order versus the cost to carry additional stock to inventory. EOQ is used in
the Reorder Report when you use the EOQ calculation method.

e The minimum order quantity is the minimum quantity you want on hand. The
minimum order quantity is used in the Reorder Report when you use the Min/
Max calculation method.

GL Accounts

You assign GL accounts to an item location. Enter a GL account code for the item
location.

Iltem Quantities

Enter the in-use, committed, and on-order quantities for the item location. The
available quantity (on hand minus committed minus in use) is displayed. The on-
hand quantity is entered on the Cost Information screen or the Serial Numbers
screen.

Location Price Information

Set up unit-of-measure pricing, quantity breaks, and customer-level pricing on the
Item Locations Price Information screen.

Unit of Measure Pricing

In unit-of-measure pricing you can enter prices and quantity breaks for the item.
Unit-of-measure pricing is specific to the unit of measure you are working with.
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In the Edit Price Information window, you can enter the average, base, list, and
minimum prices.

If you entered a price ID for the item, the price information you enter here will
override any other price information previously specified.

If you want to set up quantity breaks, enter the quantity, adjustment type ($ or %),
and price adjustment.

Customer-Level Pricing

In customer-level pricing you can enter customer levels to use for the unit, the
adjustment base, the adjustment type ($ or %), and the amount of the price
adjustment. Indicate whether or not you want promotional prices to override the
price adjustment amount for the customer level you set up.

Location Cost Information

Enter the average, last, and base costs. The average cost is a weighted average cost
of on-hand quantities. The last cost is based on the value in the last Purchase Order
transaction or purchases transaction in Accounts Payable. The base cost is used for
calculating prices as a markup from cost.

If you are using the EOQ method to calculate reorders and you want to override
what you set up in the Locations function, enter the EOQ overrides.

If you want to calculate standard cost, enter your standard cost codes that make up
the standard cost of the item location.

If guantities are already assigned to the item, you can enter cost detail information,
but you will not have a record of your cost history. To keep records of your cost
history, use the Inventory Transactions function on the Daily Work menu.

Enter the current date, the on-hand quantity, and the unit cost of the item. The
extended cost is calculated.
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For lots, enter the lot number associated with the item. For serialized items, you
must enter cost information on the Serial Numbers screen. For both lotted and
serialized items, enter cost information on the Serial Numbers screen.

Vendor Information

Enter each vendor ID; the name of each vendor; the number of days it takes the
vendor to ship the item to you; the order quantity, cost, and number; and the date of
the last purchase of the item from the vendor. If the vendor gives quantity breaks,
enter the quantity, cost, and units you must purchase before receiving the quantity
break.

Bin Information

Bins identify where the item is located. They are assigned to an item location on
the Location Information screen.

Enter each bin ID. If you use bins during the physical count process, the other
fields on this screen will contain historical information about the last physical
count.

Lot Information

A lot can contain many items, but the same item cannot be in both lot A and lot B.
A lot can also have many serial numbers, but the same serial number cannot be in
both lot A and lot B.

Use the Cost Information screen and the Lot Information screen in the Item
Locations function to enter quantities for lots. (You can also enter quantities in the
Inventory Transactions or Location Transfers functions.)

Enter the lot numbers in the Edit Lot Information window of the Lot Information
screen, the date the lot expires, and a comment about the lot.
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When you add a lot, the statsmldis displayed until you enter on-hand quantities
for the lot. Then the status changestailable If you add lots for your history
records that are past the expiration date, the stapigedis displayed. If you add
lots for historical purposes and all the quantity buckets are at zero, thesetdiss
displayed.

Enter the quantity of the lotted item. The available quantity (on hand minus
committed minus in use) is displayed. The on-hand quantity is entered on the Cost
Information screen.

The purchase information of the lot is displayed unless you are entering lots for the
first time.

Serial Information

Use the Serial Numbers screen in the Item Locations function to enter quantities for
serial numbers. (You can also enter quantities in the Inventory Transactions or
Location Transfers functions.)

Enter the serial number in the Edit Serial Information window of the Serial
Numbers screen. Then enter a status for the serial number, a comment about the
serial number, the date the item was received into your inventory, the purchase cost
of the serial number, and the price of the serial number.

Note I

When you are setting up serial numbers, you can emdst status for your

historical records without affecting the on-hand quantity. However, if you change
the status of a serial item lmst after quantities have been entered, the on-hand
quantity is reduced by 1.

The vendor and customer information after a sale or a purchase is displayed.
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Promotional Pricing

Set up promotional pricing for a group of price IDs, customer levels, item IDs,
location IDs, units, and user-defined fields in the Promotional Pricing function.

Promotional pricing is the last price the system checks when assigning a price for
an item. If more than one promotional price is set up, the one closest to the current
date is the default.

Enter a promotional price ID or copy an existing ID. Then enter a description of the
promotional price ID and the start and end dates of the promotional price; select
which price ID, customer levels, item IDs, location IDs, units, and user-defined
fields you want the promotional pricing to affect; and enter an adjustment base, the
adjustment type ($ or %), and the amount for the price adjustment.
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Back up your Inventory data files whenever they change and before you run these
functions:

¢ Inventory Transactions

e Location Transfers

e Post Transactions

e Post GL Adjustments

¢ Year-End Maintenance

¢ Purge Selected Files

¢ Update Perpetual Inventory

Back up your programs once a month as insurance against diskette damage or
deterioration.

Use the Backup function on the Resource Manager Data File Maintenance menu to
back up files.

Note I

You must back up all the files in the data path for a particular list of companies at
once to ensure that you have up-to-date copies of the system files. Do not try to
use operating system commands to back up only a few files that have been
changed; if you do, your system may not work after you restore them. The Backup
function backs up all the data files for a specified company in a data path at one
time.
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Daily Tasks

Doing the following daily tasks keeps your inventory up to date:

Add items.

Enter transactions.

Enter location transfers.

Back up the Inventory data files (see chapter 2).
Produce the Transactions Journal.

Produce the Transfers Journal.

Post transactions.

Produce the GL Adjustments Journal.

Post GL adjustments.

©CoOoNOMONE

Adding Items

You usually use the Items function to add items, but you can also use the
Maintenance(F6) command in the Inventory Transactions and Location Transfers
functions. If you use thklaintenance (F6) command, you must know the
numbering system your business uses.

Note I

If you use theMaintenance (F6) command to add items in the Inventory
Transactions and Location Transfers functions, only some of the information
listed below appears. You must follow the steps to add information about the item.

When you add items, follow these steps:
1. Enter the following information about the item in the Items function: general

information, user-defined fields, units of measure, alternates, and location
information.
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2. Enter the following location information in the Item Locations function or in
the Items function: item location defaults, quantities, pricing, costs, and
vendors.

Entering Transactions

You can enter three types of inventory transactions: adjustments, sales, and
purchases.

Adjustment and purchase transactions are updated online; sales transactions are
updated when you post. When you enter transactions, the default value in the Cost
field depends on the type of transaction you are working with.

If you track serial or lot numbers, one of four screens appears when you enter an
adjustment, a purchase, or a sale. (The item must have serial-tracking or lot-
tracking status.)

« If you are working with a lotted item, the Lot Entry window appears.

« If you are working with a serialized item, the Serial Number Entry window
appears.

« If you are working with both a serialized and lotted item and you elected to
sort by serial number then lot, the Serial/Lot Number Entry window appears.

« If you are working with both a serialized and lotted item and you elected to
sort by lot then serial number, the Lot/Serial Number Entry window appears.

Adjustments

Adjustment transactions correct differences in quantity, which might be found
during a physical count. Adjustment transactions are also used to adjust quantities
and costs of transactions posted from other applications.

When you enter an adjustment to increase the quantity of an item, the on-hand and

available quantities increase, and the last cost of the item appears in the Cost field
but can be changed.
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When an adjustment to increase the quantity is made to a serialized item, the serial
number cannot exist in the INSNxxx (Serial Numbers) file; you must enter a new
serial number and cost. When an adjustment to increase the quantity is made to a
lotted item, you must enter the number, quantity, and unit cost of each lot.

When you enter an adjustment to decrease the quantity of an item, the on-hand and
available quantities decrease, and the costing method you are using (FIFO, LIFO,
average, or standard) appears in the Cost field but can be changed.

When an adjustment to decrease the quantity is made to a serialized item, the serial
number must be in the INSNxxx file and must havailablestatus; the cost comes

from the INSNxxx file and cannot be changed. When an adjustment to decrease the
quantity is made to a lotted item, you must enter a lot number that is in the file, the
quantity of the lot, and the cost.

Sales

Sales transactions are used to process customer sales. If you do not have the
Accounts Receivable/Sales Order applications, use the Sale option on the
Inventory Transactions screen to enter new customer orders, verify orders,
invoices, and miscellaneous credits.

*« New Order Use thenew orderstatus to record sales orders that will be
shipped at a later date. A new order increases the quantity committed and
decreases the quantity available.

When you enter a new order, the costing method you are using (FIFO, LIFO,
average, or standard) appears in the Cost field and cannot be changed.

< Verify Order Use theverify orderstatus to record the shipment of goods for
sales orders. Aerify orderstatus decreases the quantity committed, increases
the quantity in use, and does not affect the quantity available.

When you enter a verify order, the costing method you are using (FIFO, LIFO,
average, or standard) appears in the Cost field and cannot be changed.
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When you enter a verify order for a serialized item, the serial number must be
in the INSNxxx file and havavailablestatus. When you enter a verify order
for a lotted item, you must enter a lot number that is on file and the quantity.

Invoice Use thanvoicestatus to record sales activity. Sales invoices are items
that are sold and shipped at the same time. An invoice combinesviterder
andverify orderstatuses, increases the quantity in use, and decreases the
quantity available.

When you enter an invoice, the costing method you are using (FIFO, LIFO,
average, or standard) appears in the Cost field and cannot be changed.

When you enter an invoice for a serialized item, the serial number must be in
the INSNxxx file and havavailablestatus. When you enter an invoice for a
lotted item, you must enter a lot number that is on file and the quantity.

Miscellaneous CreditUse themiscellaneous credgtatus when a customer
returns goods to you. A miscellaneous credit decreases the quantity in use and
increases the quantity available.

When you enter a miscellaneous credit, the costing method you are using
(FIFO, LIFO, average, or standard) appears in the Cost field, but you can
change it.

When you enter a miscellaneous credit for a serialized item, either the serial
number cannot be in the INSNxxx file or if the serial number is in the
INSNxxx file, it must havesold status. If the serial number is in the INSNxxx
file, you cannot change the cost; if it is not, you must enter a cost. When you
enter a miscellaneous credit for a lotted item, enter a lot number, the quantity,
and the cost.

Purchases

Purchase transactions are used to process purchases you make from vendors.
Purchasing activity is usually performed through the Accounts Payable/Purchase
Order applications. If you do not have these applications, you can purchase items
by entering a new order, goods received, invoices, and miscellaneous debits.
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New Order Use thenew orderstatus to place orders that will be sent to you at
a later date. A new order increases the quantity on order and does not affect
the quantity available.

When you enter a new order, the last cost of the item appears in the Cost field,
but you can change it.

Goods ReceivedJse thegoods receivedtatus to update the quantity and cost
of the goods you received from the vendor. Goods received increase the
quantity on hand, decrease the quantity on order, and increase the quantity
available.

When you enter goods received, the last cost of the item appears in the Cost
field, but you can change it.

When you enter goods received for serialized items, you must enter a new
serial number, and you can choose whether or not to generate serial numbers.
When you enter goods received for lotted items, enter a lot number, the
quantity, and the cost.

Invoice Use thdanvoicestatus to record purchases of inventory items that
were not placed on order. An invoice increases the quantity on hand and the
quantity available.

When you enter an invoice, the last cost of the item appears in the Cost field,
but you can change it.

When you enter an invoice for serialized items, enter a new serial number, and
choose whether or not to generate serial numbers. When you enter an invoice
for lotted items, enter a lot number, the quantity, and the cost.

Miscellaneous DehitJse themiscellaneous debditatus when you return
goods to a vendor. A miscellaneous debit decreases the quantity on hand and
the quantity available.

When you enter a miscellaneous debit, the average cost appears in the Cost
field, but you can change it.
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When you enter a miscellaneous debit for serialized items, the serial number
must be in the INSNxxx file witBold status; you cannot enter a cost. When
you enter a miscellaneous debit for lotted items, enter a lot number, the
quantity, and the cost.

The table below illustrates how adjustments, sales, and purchases affect quantities.
Both adjustment and purchase quantities are updated immediately; sales quantities
are not updated until you post transactions.
Relationship Between Quantities and Transactions
Transactions/ Quantity Quantity Quantity Quantity Quantity
Status Committed In Use On Hand On Order Available
Adjustment:
Increase Increase Increase
Decrease Decrease Decrease
Sale:
New Order Increase Decrease
Verify Order Decrease Increase N/A
Invoice Increase Decrease
Transaction Post Decrease Decrease
Misc. Credit Decrease Increase
Purchase:
New Order Increase N/A
Goods Received Increase Decrease Increase
Invoice Increase Increase
Misc. Debit Decrease Decrease

3-8
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The table below shows the transaction type, the default in the Cost field, and
whether or not you can change the value in the Cost field. If the default in the Cost
field is Costing Method, the value that appears in the Cost field is based on the
costing valuation method you set up in the Options and Interfaces function in
Resource Manager (FIFO, LIFO, average, or standard).

Note I

The Cost field for sales transactions appears only if you elected to show the cost
for sales transactions in the Options and Interfaces function in Resource Manager.

Transactions/Status

Adjustment:

Increase

Decrease

Sale:

New Order
Verify Order
Invoice

Misc. Credit

Purchase:

New Order
Goods Received
Invoice

Misc. Debit

Inventory User's Manual

Costs in Transactions

Last Cost

Costing Method

Costing Method
Costing Method
Costing Method

Costing Method

Last Cost
Last Cost
Last Cost

Average Cost

Default in Cost Field Allowed to
Change Cost?

Yes

Yes

No
No
No

Yes

Yes
Yes
Yes

Yes
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Entering Location Transfers

Use the Location Transfers function to move inventory items from one location
(source location) to another (destination location).

When you enter a transfer, the system updates the quantities and files online. The
quantity on hand and available for the source location is decreased by the number
of items sent to the destination location. The quantity on hand and available for the
destination location is increased by the number of items sent from the source
location.

The default value in the Unit Cost field is based on the type of costing method you
are using and cannot be changed. The unit cost is the total cost divided by the total
quantity transferred.

If the transfer incurs expenses, you can allocate them.

If you track serial or lot numbers, one of three screens appears. (The item must
have serial-tracking or lot-tracking status.)

¢ If you are working with a lotted item, the Lot Entry window appears.

e If you are working with a serialized item, the Serial Number Entry window
appears.

« If you are working with both a serialized and lotted item and you elected to
sort by serial number then lot, the Serial/Lot Number Entry window appears.

If you are transferring serialized items, the serial number must be in the INSNxxx
file; you can add the transfer cost, but the unit cost of the item cannot be changed.
If you are transferring a lotted item, you can add destination lots and transfer costs,
but you cannot change the cost of the unit item.

3-10 Inventory User’s Manual



Work Flow Daily Tasks

Producing the Transactions Journal

After you have entered all your adjustments, sales, and purchases and before you
post transactions, print the Transactions Journal. The journal is a record of
transactions entered through the Inventory Transactions function. Use the journal
to verify the quantity, costs, and prices for transactions and as an audit trail of
inventory activity.

Producing the Transfers Journal
After you have entered all the location transfers and before you post transactions,
print the Transfers Journal. The journal is a record of the transfers that were entered
in the Location Transfers function. Use the journal to verify the quantity of each

item transferred, number of units, transfer cost, and unit and extended cost and as
an audit trail of inventory activity.

Posting Transactions

Adjustment, purchase, and location transfer transactions (including history) are
updated online; sales transactions are updated during the post.

Before you post, complete the following tasks:

« If you have a multiuser system, make sure that no one else is using the
Inventory system.

e Print the Transactions Journal.

e Back up all the data files.

When you post transactions for adjustments, purchases, and location transfers, the
general ledger accounts are updated. When you post sales, the in-use and available
gquantities, the general ledger accounts, and sales history are updated.

If Inventory is interfaced with General Ledger, debit and credit entries are created

in the GLIRxxx (Journal) file. If you post detail (line-item) information, entries are

made for each line item. If you post summary (totals) information, one entry is
made for each account.
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If Inventory is not interfaced with General Ledger, use the Post Transactions Log to
manually adjust the accounts affected by this function.

When you post transactions, entries are made to the following accounts:
Adjustment: increase in quantity and value; the reverse is true for a decrease.

Inventory Adjustment

DB CR

Purchase:increase in quantity and value

Inventory Adjustment

DB CR

Sale:decrease in quantity and value

Inventory COGS Sales Adjustment

CR DB CR DB

Transfer: decrease from source, increase in destination, add transfer cost

IN - Source IN - Destination Transfer Cost Destination Cost

CR DB CR DB

Producing the GL Adjustments Journal
The GL Adjustments Journal is a record of the cost-of-goods-sold (COGS)

adjustments and purchase price variances (PPV) in the INCJIxxx (COGS Journal)
file. Use it to verify that the adjustments are correct.
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A COGS adjustment is made under the following circumstances:

e The estimated cost is different from the actual cost. For example, suppose that
you receive an item at an estimated cost of $20, but you do not receive the
invoice. You then sell the item to a customer. When you receive the invoice,
the cost of the item is $25. The variance of $5 is posted to the general ledger.

¢ You enter a quantity adjustment for an item in the Inventory Adjustments
window in the Inventory Transactions function.

*  You enter multiple receipts for an item in Purchase Order at different costs and
then receive the invoice for the first receipt at a different cost than the last
receipt cost.

A purchase price variance is the difference between the standard cost and the actual
price paid for the item in the standard costing valuation method. For example, if
your standard cost for an item is $50 and you purchase the item at $60, the
purchase price variance between the standard cost and what was paid for the item is
$10.

Before you post GL adjustments, print the GL Adjustments Journal to verify that
the adjustments are correct.

Posting GL Adjustments

Use the Post GL Adjustments function to post COGS adjustments and purchase
price variances to the general ledger.

Before you post, print the GL Adjustments Journal and back up all the data files.

Both COGS adjustments and purchase price variances in Inventory are updated
online. COGS adjustments are stored in the INCJIxxx file. A COGS adjustment in
Accounts Payable/Purchase Order is updated when transactions are processed. A
COGS adjustment in Accounts Receivable/Sales Order is updated when
transactions are posted.
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If Inventory is interfaced with General Ledger, debit and credit entries are created
in the GLIRxxx file. If you post detail (line-item) information, entries are made for
each line item. If you post summary (totals) information, one entry is made for each
account.

If Inventory is not interfaced with General Ledger, use the Post GL Adjustments
Log to manually adjust the accounts affected by this function.

When you post GL adjustments, entries are made to these accounts:
COGS Post:increase value

COGS Inventory

CR DB

Purchase Price Variance standard cost higher than purchased cost

PPV Inventory

DB CR
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You must do the following tasks periodically:

Calculate reorders.

Produce the Reorder Report.
Generate purchase requisitions.
Select physical inventory.

Freeze quantities.

Print physical inventory tags.

Print physical inventory worksheets.
Enter the physical count.

Produce the Batch List.

10. Produce the Physical Count List.
11. Produce the Variance Report.

12. Produce the Physical Count Valuation Report.
13. Update perpetual inventory.

14. Change the price of items.

15. Change costs.

16. Verify quantities.

17. Do year-end maintenance.

18. Purge selected files.

19. Rebuild item quantities.

20. Print selected reports.

©CoOo~NOMONE

Calculating Reorders
Depending on your type of business, you might calculate reorders daily or

periodically. Use the Calculate Reorders function to determine the order point for
items, based on the EOQ, Min/Max, and Forecast methods.
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Note I

The system calculates reorders only for items adtiivestatus. If the status of the
item or the itemocation isdiscontinuedsupersededor obsoletethe items are
not calculated.

In the Calculate Reorders function you can choose the items you want to include in
the Reorder Report. In the Reorder Report function you can choose one or all of the
reordering methods listed below. The method you choose to reorder your quantities
by depends on the item you are reordering and your type of business.

EOQ Method

The Economic Order Quantity (EOQ) method balances the cost to place an order
with the cost to carry additional stock in inventory.

Min/Max Method

Distributors often use the Minimum/Maximum (Min/Max) method for reordering.
When an item reaches its minimum on-hand quantity, an amount is ordered to bring
the balance up to the maximum on-hand quantity.

Forecast Method

Companies that carry seasonal items often use the Forecast method for reordering
items. The amount to reorder is based on the weighting factor for the current
period, sales history, and an adjustment factor.

Producing the Reorder Report

After you select the items you want to include in the reorder process, you can
produce the Reorder Report. Use the Reorder Report to analyze the reordering
method(s) for the items, locations, product lines, and user-defined fields you
selected. If you include items that are above the order point, the report lists all the
items. If do not include items that are above the order point, the report lists only
items that must be purchased at this time.
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Generating Purchase Requisitions

If Purchase Order is interfaced with Inventory, you can use the Generate Purchase
Requisitions function to create purchase requisitions.

To generate purchase requisitions with the method that shows the least quantity you
need to reorder (EOQ, Min/Max, and Forecast), select the Least Quantity
calculation method. To generate purchase requisitions with the method that shows
the greatest quantity you need to reorder, select the Greatest Quantity calculation
method.

Selecting Physical Inventory

Periodically counting inventory items and changing the quantities in the system
ensures accurate, up-to-date records.

Use the Physical Inventory Selection function to enter batch IDs and to set up your
physical count process.

Batch ID

You can assign a batch ID to items, locations, bins, product lines, and user-defined
fields. The batch ID is used throughout the physical count process to group similar
items together for counting purposes.

Use Tag Numbers

You can assign an inventory tag with a unique number to items. This number
identifies the item number, location, bin, serial number (one tag per serial number),
or lot within an item (one tag per lot).

You can print preassigned tag numbers in the Print Physical Inventory Tags
function. If you print tag numbers, use the Physical Counts Tag Entry function to
enter your counts.
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You can also use tag numbers but choose not to print tag numbers. For example,
you might use tag numbers as a tool to verify the number of bins you are counting,
but use worksheets to record the actual count. The tag number for each bin is
entered in the Physical Counts Worksheet Entry function and used to verify that all
the bins were counted. In the Physical Count List an asterisk marks out-of-
sequence or missing tag numbers.

Display Frozen Quantities

When you display frozen quantities, the system’s quantities in the INQTxxx
(Quantity Totals) file appear on the screen. You can compare the system totals with
your count totals.

Note I

If you are entering exceptions only, frozen quantities are not displayed.

Enter Exceptions Only

With the Enter Exceptions Only toggle, counted and frozen quantities are equal and
displayed on the screen, so you enter only physical discrepancies.

Default Frozen Quantities

If you choose to default counted quantities for each item, the counted quantity
defaults to the system’s frozen quantity when you access each line on the entry
screen. For example, if you count 5 of item 400 and then access the line on the
screen that contains item 400, the frozen quantity (also 5) appears in the Counted
Quantity field.

Note I

If you chose to enter exceptions, the Default Frozen Quantities toggle is
automatically set to NO.
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Print Items With Zero Quantities

When you choose to print items with zero quantities, all items (including those
with zero quantities) appear on the worksheet or tags list.

Freezing Quantities

Use the Freeze Quantities function to freeze the system quantities anytime before
you begin the physical count process. Freeze the quantities in the system only if all
the adjustments, purchases, and sales have been made and you are ready to do your
physical count.

After you freeze quantities, you can continue processing inventory transactions
while verifying your physical count.

Note I

If you change your selections in the Physical Inventory Selection function after
your quantities are frozen, the tags and worksheets may be incorrect. In addition,
you may need to print more tags and worksheets if items have been added to the
batch.

Printing Physical Inventory Tags

If you use tag numbers, print the inventory tags for the items/locations, bins, and
serial and lot numbers. (You can assign the starting tag number.) Attach each tag to
the appropriate bin so that the person who counts the contents of the bin can record

the count.

If you did not select the option to print tag numbers but decide you need to, you can
change your selection on the Print Physical Inventory Tags screen. (The selection
toggle to print tags on the Physical Inventory Selection screen is changed to YES.)
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Printing Physical Inventory Worksheets

If you use worksheets to record the physical count of your inventory, use the Print
Physical Inventory Worksheets function to print them. They provide lines for each
item/location, bin, serial number, and lot number.

Entering Physical Counts

If you use tags for physical counts, enter the physical count quantities in the
Physical Counts Tags Entry function. If you use worksheets for physical counts,
enter the physical count quantities in the Physical Counts Worksheet Entry

function.

Producing the Batch List

Use the Batch List to verify the batches that are used and their statuses. The list
shows what has or has not been completed in the physical count process. For
example, it might show that the tags and worksheets have been printed but that the

counts have not been entered.

It can also show the items, locations, bin numbers, product lines, user-defined
fields in the batch, and the selection toggles.

Producing the Physical Count List

Produce the Physical Count List after you have entered physical counts to verify
that the correct quantities were entered for the batches.

Producing the Variance Report

Produce the Variance Report after you have entered and verified the physical count
of your inventory. The report shows the difference between the counts you entered
and the on-hand (frozen) quantities in the system. Variances are expressed as a
quantity and a dollar amount, and they are based on your inventory valuation

method.
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Producing the Physical Count Valuation Report

Produce the Physical Count Valuation Report before you update your inventory
accounts. The report shows frozen and updated quantities and their values.

Updating Perpetual Inventory
Before you update your perpetual inventory, complete the following tasks:

«  Enter the physical counts for each batch.
e Print the Variance Report.
*  Back up all the data files.

The on-hand quantities in the item records are updated by the difference between
the frozen quantity and the physical counts you entered, and the Month- and Year-
to-Date COGS Adjustments fields are updated by the variance amounts.

The variance amounts are based on the inventory valuation method you use. If you
use the LIFO or the FIFO method and no cost is available (for example, because
the item has no on-hand quantity), the system updates quantities using the zero
quantity method selected in the Options and Interfaces function in Resource
Manager.

If Inventory is interfaced with General Ledger, debit and credit entries are created
in the GLIRxxx file. If you post detail (line-item) information, entries are made for
each line item. If you post summary (totals) information, one entry is made for each
account.

If Inventory is not interfaced with General Ledger, use the Update Perpetual
Inventory Log to manually adjust the accounts affect by this function.
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When you update perpetual inventory, entries are made to the inventory and
physical count adjustment accounts:

Variance: increase in inventory

IN Adj Phys Ct Adj

DB CR

Variance: decrease in inventory

IN Adj Phys Ct Adj

CR DB

Changing Prices

To change the prices for large groups of items, product lines, locations, or price
IDs, use the Item Price Change function. Before you can use this function, units-of-
measure pricing must be set up for the items.

When you change the prices of items, each item’s unit price is adjusted by the
percentage or dollar amount you specify. When you change the prices of a price ID,
the price breaks in the price record are adjusted by the percentage or dollar amount

you specify.

Changing Costs

3-22

To change the base or standard cost for large groups of items, product lines, and
user-defined fields, use the Cost Changes function. If you use the standard costing
valuation method, you can change standard cost codes.

If you change the base cost for items, the base cost on the Cost Information screen
in the Item Locations function is updated.
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When you change the cost of an item, the item’s cost is adjusted by the percentage
or dollar amount you specify.

Verifying Quantities

The Quantity Cross Verification function compares the INQTxxx (Quantity Totals)
file and the INQLxxx (Quantity Locations) file to make sure that the quantities
match. Although these files are updated in the same functions, produce the log
periodically to check their accuracy. If the quantity files do not match, totals in
reports will be incorrect.

The Quantity Cross Verification function checks the on-hand total in the INQTxxx
file and verifies that the total records for each location in the INQLxxx file are the
same. If lots are used, the quantity for lots in the INQLxxx file is compared. If
serial numbers are used, the quantity of serial numbers is compared.

The system changes inconsistencies between the two files and updates them. The
Quantity Cross Verification Log shows the inconsistencies and the adjustments the
system made to the files. If quantity discrepancies are not found when you produce
the log, it is blank.

Year-End Maintenance
Year-end maintenance prepares for the upcoming year. It increments the current
fiscal year by 1 in the INPDxxx table, and it creates new records for the INHSxxx
(Summary History) file if you keep summary history.

Before using the Year-End Maintenance function, complete these tasks:

¢ Set the INPDxxx table to the company you are doing the year-end
maintenance for.

*  Post the Inventory transactions for the year in which you are performing the
maintenance. You do not need to post Inventory transactions that are for the
next year.

¢ If you have a multiuser system, make sure that no one else is using the
INHSxxx, INQLxxx, INQTxxx, INTB, and INVExxXx files.
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Purging Selected Files

To delete records that contain information you no longer need, use the Purge
Selected Files function. This periodic procedure prevents files from growing so
large that they slow down the processing speed of your system.

Before you delete files, complete the following tasks:

e Print the relevant reports for each file listed below.
e Back up your data files.
*  Make sure that no one else is using the Inventory files listed below.

If you elected not to keep serial, lot, detail, and summary history, you cannot delete
information from the INSHxxx, INLHxxx, INHIxxx, and INHSxxx files.

INSNxxX

Delete the serial numbers you no longer need from the INSNxxx (Serial Numbers)
file. If you keep serial history, print the Serialized History Report before purging
this file.

INLTXXX

Delete the lot numbers you no longer use from the INLTxxx (Lot Detail) file. If you
do not keep lot history, lots with a quantity of zero are deleted, regardless of the
date they were sold. If you keep lot history, print the Lot History Report before
purging this file.

INAIXXX

Delete the alternate items you no longer need from the INAIxxx (Alternate Items)
file.

INPPxxx
Delete the promotional pricing IDs you no longer use from the INPPxxx

(Promotional Pricing) file. Print the Price Report before deleting promotional price
IDs.
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INSHxxx

Delete serial history from the INSHxxx (Serial History) file. Print the Serialized
History Report before you delete information from this file.

INLHXxxX

Delete lot history from the INLHxxx (Lot History) file. Print the Lot History
Report before you delete information from this file.

INHIxxx

Delete detail history for transactions from the INHIxxx (Detail History) file. Print
the Transaction History Report before you delete information from this file.

INHSxxx

Delete summary history from the INHSxxx (Summary History) file. Print the
following reports before you delete information from this file:

* Inventory Movement Report
¢ Valuation Report

e Cost Variance Report

¢ Slow/Fast Movement Report
e Sales Analysis Report

e Gross Profit Analysis Report
e Trend Analysis Report

Rebuilding Item Quantities

Whether you use Inventory as a standalone application or other applications are
interfaced with Inventory, use the Rebuild Item Quantities function to update item
guantities. Back up your data files and make sure that nobody is using the system
before you use this function.
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Printing Selected Reports
Periodically you will print selected reports to analyze your items and review

information needed to make decisions about inventory and your company. Use the
functions on the Reports menu and the Slow/Fast Movement Report function.
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Price and Availability
Summary History
Detail History
Movement History
Sales Trending
ltems

Item Locations
Costs and Vendors
Lot Numbers

Serial Numbers
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Introduction

This chapter explains the features and uses of all the screens, windows, and
processes in the Inventory application. Screens are presented first; windows
associated with the screens in a function are presented after a description of all the
screens.
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Price and Availability

Features

Use the Price and Availability function on the Information Inquiry menu to look at
the number of items available for sale and the price of the items. You can use the
price calculator to calculate a price for an item.

Reports

No report is associated with this function.

Screen Use

Screen

Price and Availability

Lot Price and Availability
Inquiry

Serial Number Price and
Availability Inquiry

Item Price and Availability
Detail window

Price Calculator window

Inventory User’s Manual

Description

Use the Price and Availability screen to view an item’s
available and on-order quantities at each location and to
view base and list prices for an item.

To add or change information on this screen, use the File
Maintenance Item Locations function.

Use the Lot Price and Availability Inquiry screen to view a
lot's availability and on-order quantities at each location.

Use the Serial Number Price and Availability Inquiry screen
to view a serial item’s availability and unit price at each
location.

Use the Item Price and Availability Detail window to view
the on-hand, committed, in-use, available, and on-order
guantities for an item. You can also view the average, base,
list, and minimum prices for an item.

Use the Price Calculator window to calculate the price of
any quantity of items for a customer.
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Price and Availability Screen
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Field Definitions

Field Name Description

Item ID Enter the ID of the item whose quantities and price
information you want to view.

Units Enter the unit of measure for the item.

Command Bar Definitions

Command Description
Next PressN to view the next item record on file.
Prev Pres® to view the previous item record on file.
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Command

First
Last
Iltem

View

Calc price

Lots

Serials

Units

Saving and Exiting

Description

Presd$- to view the first item record on file.
Pres4. to view the last item record on file.
Press to go to the Item ID field and enter a different item ID.

PressV to view detailed information about an item. The Item
Price and Availability Detail window appears.

Pres€ to calculate an item’s price. The Price Calculator
window appears.

Pres® to view detailed information about lots. The Lot Price
and Availability Inquiry screen appears.

PresSto view detailed information about an item. The Serial
Number Price and Availability Inquiry screen appears.

PresdJ to go to the Units field and enter a different unit of
measure for the item.

To exit to the Information Inquiry menu, use thdt (F7) command.
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Lot Price and Availability Inquiry Screen

L USAS Tl

g [& Dt Rsip

— - — Lok Frice srd kvmilability Inguiry =
Lgs 2D L1 ] SLATUS ACT IvE
Depsripgeion Wallpagsr — ConceWpeTary Trem Ty Honasrimlissd
Tnitw RiDLL Fricm Il EATHL Track Lotx? Tam
LOSaTidnR L  GaAlKR]
Lot Rurber (L, SN L o frdar Erxpizes Semtow
& SrRPILY + L) i Avallable
ETHIOTLE » a0 » 1] Jymi lmb | &
Torad + DCe0e 000 Lire= Ho (000001 of 00300E:
Entmr = rpturz bo Frice mrd bemilsbility scoesss
Qi Coopat H  Verits B
Field Definitions
Field Name Description
Item ID Enter the ID of the item whose quantities and price
information you want to view.
Units

Enter the unit of measure for the item.
Command Bar Definitions

This screen has no command bar.

Saving and Exiting

To exit to the Price and Availability screen, prEsger.
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Serial Number Price and Availability Inquiry Screen

=AY T

Feiirge & D Blep

_—— — Serinl Husbsc Frice and bveilsbility Iaguiry ——
LG 1D LIk SLATLS ADL S
Depcripoion Esfrigeracor - klmomd Trem Ty Serimlized
Tnitx Ik Frica ID AFPL Track Lotx? Ho
LoeaLidn Lb  HHLCEI]
Serinl Humbac Lot Musbss Scewtm D=ic Fricm
E LTO=IZ100] d¥all = e
LTS E 1002 Jemd ] L ]
LTN121001 Jmil Wu ]
LTEaz1004 Aail N i)
LTS3 1005 boemdd Mw e ]
LTEESIZ 1006 Jrmil . Coan
LT 1Z 1007 A¥ail M o]
LTeEa 100 Joemd d il
LTEESAZ L O Jrmil M i
LT=1Z1010 Avail .oonn
Live Wo (De00001 of 00003056
Enter = cgbturz Eo Frice erd Jyeilshility scomss
- EEETEETICE | Verits By

Field Definitions

Field Name

Iltem ID

Units

Description

Enter the ID of the item whose quantities and price

information you want to view.

Enter the unit of measure for the item.

Command Bar Definitions

This screen has no command bar.

Saving and Exiting

To exit to the Price and Availability screen, preEsger.
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Item Price and Availability Detail Window
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Field Definitions

The information in the Item Price and Availability Detail window comes from the
Location Information and Price Information screens in the File Maintenance Item
Locations function.

Command Bar Definitions

This window has no command bar.
Saving and Exiting

To exit to the Price and Availability screen, press any key.
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Information Inquiry

Price and Availability

Price Calculator Window
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Field Definitions
Field Name Description
Location ID Enter a location ID.
Item ID Enter an item ID.
Sale Units Accept the displayed unit of measure, or enter a different
unit of measure.
Price ID

Customer ID
Cust Level

Sale Date

Inventory User's Manual

Enter a price ID (optional).

Enter a customer ID (optional).

Enter a customer level (optional).

Accept the displayed sale date, or enter a different date.
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Price and Availability

Information Inquiry

4-10

Field Name

Sale Quantity

On Hand Qty
Committed Qty
In Use Qty
Available Qty
On Order Qty

LIFO/FIFO Cost

Average Cost

Standard Cost

Base Cost

Calc Unit Price
Calc Ext Price
Base

Quantity

Description

Accept the displayed sale quantity, or enter a different
guantity.

The quantity on hand is displayed.
The committed quantity is displayed.
The in-use quantity is displayed.
The available quantity is displayed.
The on-order quantity is displayed.

This field appears if you elected in the Resource Manager
Options and Interfaces function to show costs in the price
and availability lookup.

The LIFO/FIFO unit cost is displayed.

This field appears if you elected in the Resource Manager
Options and Interfaces function to show costs in the price
and availability lookup.

The average unit cost is displayed.

This field appears if you elected in the Resource Manager
Options and Interfaces function to show costs in the price
and availability lookup.

The standard unit cost is displayed.

This field appears if you elected in the Resource Manager
Options and Interfaces function to show costs in the price
and availability lookup.

The base unit cost is displayed.

The calculated unit price is displayed.

The calculated extended unit price is displayed.
The base level is displayed.

The sale quantity levels are displayed.
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Field Name Description
Unit Price The calculated unit price for each quantity break is
displayed.

Command Bar

This window has no command bar.
Saving and Exiting

To return to the Price and Availability screen, usegki¢ (F7) command.
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Summary History

Features
Use the Summary History function on the Information Inquiry menu to view
information from the transaction history records for an item: number of items sold,
purchased, transferred, adjusted, requisitioned, built, and issued for a period and
year.

Reports
No report is associated with this function.

Screen Use
Screen Description
Summary History The Summary History screen has two sections. Use the

default Summary History screen to view the totals of the
items purchased or returned, COGS, COGS returned, and
requisitions. When you pres4, the second section of the
screen appears, and you can view the totals of transfers,
adjustments, builds, and issues.

To add or change information on this screen, use the
Inventory Transactions function or the Location Transfers
function.
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Summary History

Information Inquiry

Summary History Screen
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Field Definitions
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Field Name

Item ID

Location
Period

Year

View

Units

Description

Enter the ID of the item whose summary history you want to
view.

Enter the ID of the location for the item.
Enter the period whose summary history you want to view.

Enter the year whose summary history you want to view.

EnterQ to view the total amounts in quantities. Erideto
view the total amounts in dollars.

Enter the unit of measure for the item.
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Information Inquiry

Summary History

Command Bar Definitions

Command

More

Next item
Prev item
First item
Last item

Header
Change view

Units

Saving and Exiting

Description

PresdM to view totals of transfers, adjustments, builds, and
issues.

Presdl to view the next item record on file.
PresB to view the previous item record on file.
Pres§ to view the first item record on file.
Presk to view the last item record on file.

Preshl to go to the Item ID field and change any of the
header information.

Pre<s to switch between viewing totals in quantities or
dollars.

PresdJ to go to the Units field and enter a different unit of
measure for the item.

To exit to the Information Inquiry menu, use et (F7) command.
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Detail History

Features

Use the Detail History function on the Information Inquiry menu to view
transaction records for an item, including historical information about selected

transactions.

If you do not keep detail history, you cannot use this function.

Reports

No report is associated with this function.

Screen Use

Screen

Detail History

View Transaction Detail
window

Inventory User’s Manual

Description

Use the Detail History screen to view selected information
about transactions: period and year the transaction took
place, transaction date, type of transaction, source ID,
application, units, quantity, and total amount.

To add or change information on this screen, use the
Inventory Transactions function or the Location Transfers
function.

Use the View Transaction Detail window to view such
detailed information about the transaction as the unit price
and cost.

4-17
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Information Inquiry

Detail History Screen
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Field Definitions

Field Name Description

Item ID Enter the ID of the item whose detail history you want to view.

Location Enter the location ID for the item.

Include EntelP to include purchase transactioBgp include sales
transactionsiM to include material requisition$, to include
transfersA to include adjustmentB, to include builds, and
to include all transactions for the item.

Period/Yr Enter the range of periods and years you want to view.
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Information Inquiry

Detail History

Command Bar Definitions

Command
Next
Prev
First
Last

Header

View

Saving and Exiting

Description

Presd\ to view the next item record on file.
Pres® to view the previous item record on file.
Presd= to view the first item record on file.
Press to view the last item record on file.

PresHl to go to the Item ID field and change any of the header
information.

PressV to view detailed information about a transaction. The View
Transaction Detail window appears.

To exit to the Information Inquiry menu, use theit (F7) command.
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Detail History Information Inquiry

View Transaction Detail Window
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Field Definitions

The information in the View Transaction Detail window comes from the Inventory
Transactions function and the Location Transfers function.

Command Bar Definitions

This window has no command bar.
Saving and Exiting

To exit to the Detail History screen, press any key.
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Movement History

Features
Use the Movement History function on the Information Inquiry menu to view
transaction records for an item, including information about selected transactions.
If you do not keep detail history, you cannot use this function.

Reports
No report is associated with this function.

Screen Use
Screen Description
Movement History Use the Movement History screen to view selected

information about movement of materials and goods..
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Movement History Information Inquiry

Movement History Screen
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Field Definitions
Field Name Description
Item ID Enter the ID of the item whose movement history you want to
view.
Location Enter the location ID for the item.
Period Enter the range of periods and years you want to view.
Year Enter the range of years you want to view.
Units Enter a unit of measure for the item you want to view.
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Information Inquiry Movement History

Command Bar Definitions

Command Description

Next item Pres\ to view the next item record on file.

Prev item PresB to view the previous item record on file.

First item Pres§ to view the first item record on file.

Last item Presk to view the last item record on file.

Header Preshl to go to the Item ID field and change any of the

header information.

Units PresdJ to go to the Units field and enter a different unit of
measure for the item.

Saving and Exiting

To exit to the Information Inquiry menu, use et (F7) command.
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Sales Trending

Features
Use the Sales Trending function on the Information Inquiry menu to view the
quantity sold and returned for an item and its value.
Reports
No report is associated with this function.
Screen Use
Screen Description
Sales Trending Use the Sales Trending screen to enter the ID of the item

whose sales trend information you want to view.
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Sales Trending

Information Inquiry

Sales Trending Screen
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Field Definitions
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Field Name

Iltem ID

Location

Period
Year

Units

Last Sale

Description

Enter the ID of the item whose information you want to view.
The item description appears.

Enter the location ID of the item whose information you want
to view.

Enter the number of the period you want to view.
The default year is displayed.

Accept the default unit of measure for the item, or enter a
different unit of measure.

The most recent date that the item was sold is displayed.
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Sales Trending

Field Name

Per/Yr

Sale Quantity
Sale Dollars
Return Quantity

Return Dollars
Command Bar Definitions

Command

Next item
Prev item
First item
Last item
Header

Units

Saving and Exiting

Description

The period and year you specified above are displayed.
Thirteen consecutive periods back from the period you enter
(based on the periods you set up in the Resource Manager
Period Setup function) appear.

The quantity sold of the item is displayed.
The dollar amount sold for the item is displayed.
The quantity returned of the item is displayed.

The dollar amount returned for the item is displayed.

Description

Pres8\ to view the next item record on file.
PresP to view the previous item record on file.
Pres§ to view the first item record on file.

Presk to view the last item record on file.

PresHl to go to the header portion of the screen.

PresdJ to change the displayed unit of measure.

To exit to the Information Inquiry menu, use thdt (F7) command.
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ltems

Features
Use the Items function on the Information Inquiry menu to look at the following
item information: general information, alternate items, units of measure, and
location information.
To add or change information, use the File Maintenance Items function.
Reports
No report is associated with this function.
Screen Use
Screen Description
Items - General Use the General Information screen to view general
Information information about an item: default values and user-defined
fields.
Iltems - Alternate ltems Use the Alternate ltems screen to view alternate, customer,

superseded, bar codes, and vendor part numbers for an item.

Items - Units of Measure Use the Units of Measure screen to view alternate and
default units of measure for an item.

Item Locations - Locations Use the Item Locations screen to view the locations set up
for the item and quantities for the locations for that item.
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Iltems - General Information Screen
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Field Definitions
Field Name Description
Item ID Enter the ID of the item whose information you want to view.

Command Bar Definitions

Command Description

Next Presd\ to view the next item record on file.
Prev Pres#® to view the previous item record on file.
Last Presd to view the last item record on file.
First Press$- to view the first item record on file.
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Information Inquiry

Items

Command

Iltem

Alternates
Units

Locations

Saving and Exiting

Description

Press to go to the Item ID field and enter a different item ID.

PresA to view alternate items for the item you are working
with. The Alternate Items screen appears.

PresdJ to view additional units of measure for the item. The
Units of Measure screen appears.

Pres® to view the locations assigned to the item. The Item
Locations screen appears.

To exit to the Information Inquiry menu, use et (F7) command.
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Items - Alternate Items Screen
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Field Definitions

The information on this screen comes from the Alternate Items screen in the File
Maintenance Items function.
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Command Bar Definitions

Command Description

Next PressN to view the next item record on file.

Prev Pres® to view the previous item record on file.

Last Presd. to view the last item record on file.

First Presd= to view the first item record on file.

Item Press to go to the Item ID field and enter a different item ID.
Units PresdJ to view additional units of measure for the item. The

Units of Measure screen appears.

General info PresS to view general information about the item. The
General Information screen appears.

Locations Pres® to view the locations assigned to the item. The Item
Locations screen appears.

Saving and Exiting

To exit to the Information Inquiry menu, use et (F7) command.
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Iltems - Units of Measure Screen
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Field Definitions

The information on this screen comes from the Units of Measure screen in the File
Maintenance Items function.
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Command Bar Definitions

Command Description

Next PressN to view the next item record on file.

Prev Pres® to view the previous item record on file.

Last Presd. to view the last item record on file.

First Presd= to view the first item record on file.

Item Press to go to the Item ID field and enter a different item ID.
Alternates PresA to view alternate items for the item you are working

with. The Alternate Items screen appeatrs.

General info PresS to view general information about the item. The
General Information screen appears.

Locations Pres® to view the locations assigned to the item. The Item
Locations screen appears.

Saving and Exiting

To exit to the Information Inquiry menu, use et (F7) command.
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[tem Locations - Locations Screen
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Field Definitions

The information on this screen comes from the Item Locations screen in the File
Maintenance Items function.
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Command Bar Definitions

Command Description

Next PressN to view the next item record on file.

Prev Pres® to view the previous item record on file.

Last Presd. to view the last item record on file.

First Presd= to view the first item record on file.

Item Press to go to the Item ID field and enter a different item ID.
Units PresdJ to view additional units of measure for the item. The

Units of Measure screen appears.

General Pres& to view general information about the item. The
General Information screen appears.

Alternates PresA to view alternate items for the item you are working
with. The Alternate Items screen appeatrs.

Saving and Exiting

To exit to the Information Inquiry menu, use et (F7) command.
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ltem Locations

Features
Use the Item Locations function on the Information Inquiry menu to view location
detail for items: location defaults, GL accounts, order quantities, item quantities,
pricing, customer levels, quantity price breaks, and bin information.
To add or change information, use the Item Locations function on the File
Maintenance menu.

Reports
No report is associated with this function.

Screen Use

Screen Description

Item Locations - Locations  Use the Item Locations screen to view the locations set up
for an item.

Item Locations - General Use the General screen to view location defaults, GL
accounts, order quantities, and item quantities.

Item Locations - Unit Price Use the Unit Price Information screen to view unit price

Information information and customer levels.
Item Locations - Bin Use the Bin Information screen to view the bin numbers
Information assigned to the item.

View Price Information Use the View Price Information window to view quantity
window price breaks for an item.
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[tem Locations - Locations Screen
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Field Definitions
Field Name Description
Item ID Enter the ID of the item whose location information you want
to view.
Units Enter a unit of measure for the item you want to view.
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Information Inquiry

Item Locations

Command Bar Definitions

Command

Next
Prev
Last
First
Item

Units

General

Pricing

Bins

Saving and Exiting

Description

Presd\ to view the next item location record on file.

Pres® to view the previous item location record on file.
Pres& to view the last item location record on file.

Presd to view the first item location record on file.

Press to go to the Item ID field and enter a different item ID.

PresdJ to go the Units field and enter a different unit of
measure.

Pres§ to view general information about the item location.
The General screen appears.

Pres® to view pricing information about the item location.
The Unit Price Information screen appears.

Pres$ to view bin information about the item location. The
Bin Information screen appears.

To exit to the Information Inquiry menu, use et (F7) command.
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Item Locations - General Screen
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Field Definitions

The information on the General screen comes from the Location Information
screen in the File Maintenance Item Locations function.
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Command Bar Definitions

Command Description

Next Presd\ to view the next item location record on file.

Prev Pres® to view the previous item location record on file.

Last Pres& to view the last item location record on file.

First Presd to view the first item location record on file.

Item Press to go to the Item ID field and enter a different item ID.
Locations Pres® to view the other locations for the item. The Locations

screen appears.

Pricing Pres® to view pricing information about the item location.
The Unit Price Information screen appears.

Bins Pres$ to view bin information about the item location. The
Bin Information screen appears.

Saving and Exiting

To exit to the Information Inquiry menu, use et (F7) command.
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Item Locations - Unit Price Information Screen
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Field Definitions

The information on this screen comes from the Price Information screen in the File
Maintenance ltem Locations function.
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Item Locations

Command Bar Definitions

Command

Tab = Cust Lvl

Next
Prev
Last
First
Item

Locations
General
Bins

View

Saving and Exiting

Description

Pres$ab to go to the Customer Levels or the Unit Price
Information section of the screen.

Presd\ to view the next item location record on file.

Pres® to view the previous item location record on file.
Pres& to view the last item location record on file.

Presd to view the first item location record on file.

Press to go to the Item ID field and enter a different item ID.

Pres® to view the other locations for the item. The Locations
screen appears.

Pres® to view general information about the item location.
The General screen appears.

Pres$ to view bin information about the item location. The
Bin Information screen appears.

PressV to view quantity price breaks for the item. The View
Price Information window appears.

To exit to the Information Inquiry menu, use et (F7) command.
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Item Locations - Bin Information Screen
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Field Definitions

The information on this screen comes from the Bin Information screen in the File
Maintenance Item Locations function.
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Command Bar Definitions

Command Description

Next Presd\ to view the next item location record on file.

Prev Pres® to view the previous item location record on file.

Last Pres& to view the last item location record on file.

First Presd to view the first item location record on file.

Item Press to go to the Item ID field and enter a different item ID.
General Pres§ to view general information about the item location.

The General screen appears.

Pricing Pres® to view pricing information about the item location.
The Unit Price Information screen appears.

Locations Pres® to view the other locations for the item. The ltem
Locations screen appears.

Saving and Exiting

To exit to the Information Inquiry menu, use et (F7) command.
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View Price Information Window
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Field Definitions

The information in the View Price Information window comes from the Edit Price
Information window in the File Maintenance ltem Locations function.

Command Bar Definitions

This window has no command bar.

Saving and Exiting

To exit to the Unit Price Information screen, press any key.
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Features
Use the Costs and Vendors function on the Information Inquiry menu to view an
item’s costs and the vendors that are set up for each item location.
Reports
No report is associated with this function.
Screen Use
Screen Description
Costs and Vendors - Cost Use the Costs Information screen to view an item’s costs,
Information standard cost makeup, EOQ overrides, and cost detail.
Costs and Vendors - Use the Vendor Information screen to view vendors for the
Vendor Information item location.

View Price Information Use the View Price Information window to view the last
window quantity purchased, cost, order number, and order date. You
can also view quantity price breaks for vendors.
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Costs and Vendors - Cost Information Screen
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Field Definitions
Field Name Description
Item ID Enter the ID of the item whose cost information you want to
view.
Location Enter the ID of the location for the item.
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Command Bar Definitions

Command Description

Tab = Cost Detail Pres&b to view the Cost Detail or the Cost Information
sections of the screen.

Next Presd\ to view the next item location record on file.

Prev Pres® to view the previous item location record on file.

Last Pres& to view the last item location record on file.

First Presd to view the first item location record on file.

Item Press to go to the Item ID field and enter a different item ID.

Loca Pres® to go to the Location field and enter a different
location ID.

Vendors Pres¥ to view vendor information about the item location.

The Vendor Information screen appeatrs.

Units PresdJ to go to the Units field and enter a different unit size.

Saving and Exiting

To exit to the Information Inquiry menu, use theit (F7) command.
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Costs and Vendors - Vendor Information Screen
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Field Definitions

The information on this screen comes from the Vendor Information screen in the
File Maintenance Item Locations function.
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Costs and Vendors

Command Bar Definitions

Command
Next
Prev
Last
First
Item

Location

Costs

View

Saving and Exiting

Description

Presd\ to view the next item location record on file.

Pres® to view the previous item location record on file.
Pres& to view the last item location record on file.

Presd to view the first item location record on file.

Press to go to the Item ID field and enter a different item ID.

Pres®© to go to the Location field and enter a different
location ID.

Pres€ to view cost information about the item. The Cost
Information screen appears.

PressV to view vendor quantity breaks. The View Price
Information window appears.

To exit to the Information Inquiry menu, use theit (F7) command.
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View Price Information Window
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Field Definitions

The information in the View Price Information window comes from the Edit
Vendor Information window in the File Maintenance Iltem Locations function.

Command Bar Definitions

This window has no command bar.

Saving and Exiting

To exit to the Vendor Information screen, press any key.
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Lot Numbers

Features

Use the Lot Numbers function on the Information Inquiry menu to view the costs
and quantities of lots and historical information if you keep lot history.

Reports
No report is associated with this function.
Screen Use
Screen Description
Lot Numbers Use the Lot Numbers screen to view the lot numbers for the
item, quantities available and on order, and the status of the
lot.

To add or change information on this screen, use the Item
Locations function.

Lot Inquiry Use the Lot Inquiry screen to view detailed information
about historical lot transactions.
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Lot Numbers Screen
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Field Definitions

Field Name Description

Item ID Enter the ID of the item whose lot information you want to
view.

Location ID Enter the ID of the location for the item.

Units Enter the unit of measure for the item.

Include EnterA to view available lots$ to view sold lotsE to view

expired lots, andl to view all the lots for the item.
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Command Bar Definitions

Command Description

Next PressN to view the next item location record on file.

Prev Pres® to view the previous item location record on file.

Last Pres4 to view the last item location record on file.

First Press- to view the first item location record on file.

Item Press to go to the Item ID field and enter a different item ID.

Location Pres® to go to the Location ID field and enter a different
location ID.

View PressV to view information about lot transactions. The Lot

Inquiry screen appears.

Saving and Exiting

To exit to the Information Inquiry menu, use theit (F7) command.
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Lot Inquiry Screen
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Field Definitions

The information on the Lot Inquiry screen comes from the Lot Information screen
in the File Maintenance Item Locations function.

Command Bar

This screen has no command bar.

Saving and Exiting

To exit to the Lot Numbers screen, présger.
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Features

Use the Serial Numbers function on the Information Inquiry menu to look at costs,
prices, and transaction information for serialized items.

Reports
No report is associated with this function.
Screen Use
Screen Description
Serial Numbers Use the Serial Numbers screen to view the serial numbers
for the item, costs and prices, and the status of the serial
number.

To add or change information on this screen, use the File
Maintenance Item Locations function.

View Serial Numbers Use the View Serial Numbers window to view purchase and
window sales information about the serial numbers.
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Serial Numbers Screen
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Field Definitions
Field Name Description
Item ID Enter the ID of the item whose serial information you want to
view.
Location Enter the ID of the location for the item.
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Command Bar Definitions

Command Description

Next Presd\ to view the next item location record on file.

Prev Pres® to view the previous item location record on file.

Last Pres& to view the last item location record on file.

First Presd to view the first item location record on file.

Item Press to go to the Item ID field and enter a different item ID.

Location Pres®© to go to the Location field and enter a different
location ID.

View PressV to view information about sales and purchases of

serialized items. The View Serial Numbers window appears.

Saving and Exiting

To exit to the Information Inquiry menu, use et (F7) command.
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View Serial Numbers Window
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Field Definitions

The information in the View Serial Numbers window comes from the Serial
Numbers screen in the File Maintenance ltem Locations function.

Command Bar

This screen has no command bar.

Saving and Exiting

To exit to the Serial Numbers screen, press any key.
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Inventory Transactions
Location Transfers
Transactions Journal
Transfers Journal
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Inventory Transactions

Features
If Inventory is being used as a standalone system, use the Inventory Transactions
function on the Daily Work menu for the following purposes:
e to adjust quantities
< toreflect sales after you sell an item
< toreflect transfers after you transfer an item
< toreflect purchases after you purchase an item, place an order, or receive an

item

If Accounts Payable/Purchase Order are interfaced with Inventory, Inventory
transactions are updated automatically. If Accounts Receivable/Sales Order are
interfaced with Inventory, Inventory transactions are updated when you post. If you
have these applications, use the Inventory Transactions function only to make
corrections. You cannot make adjustments for service items.

Reports
To produce a list of transactions for a period, use the Transaction History Report
function on the Reports menu.

Screen Use
Screen Description
Inventory Transactions Use the Inventory Transactions screen to choose a

transaction type. All the transactions are listed on this
screen before you post.

If you want to delete a transaction that is associated with a
lot or serial number, you must first delete the lot or serial
numbers associated with that transaction.
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Daily Work

Screen

Inventory Items

Units of Measure

Append/Edit Inventory
Adjustments window

Append/Edit Inventory
Sales window

Append/Edit Inventory
Purchases window

Lot Entry window

Append/Edit Lot Number

window

Serial Number Entry
window

Append/Edit Serial
Number window

Serial/Lot Number Entry
window

Description

Use the Inventory Items screen to add an item ID and
information about that item or to maintain information
about an item.

Use the Units of Measure screen to add or change units of
measure for an item.

Use the Append/Edit Inventory Adjustments window to add
or edit an adjustment. You can increase or decrease the on-
hand quantity of an item.

Use the Append/Edit Inventory Sales window to add or edit
a sales transaction. You can enter a new order, an invoice, or
a miscellaneous credit, and verify an order.

Use the Append/Edit Inventory Purchases window to add or
edit a purchase transaction. You can enter a new order,
goods received, an invoice, and a miscellaneous debit.

The Lot Entry window appears if you are tracking lots for
an item. Use it to enter adjustments, sales, or purchases.

Use the Append/Edit Lot Number window to add lot
numbers to a transaction or to edit lot numbers associated
with a transaction.

The Serial Number Entry window appears if you are
working with a serialized item. Use it to enter adjustments,
sales, or purchases.

Use the Append/Edit Serial Number window to add serial
numbers to a transaction or to edit serial numbers associated
with a transaction.

The Serial/Lot Number Entry window appears if you are
working with an item that is both lotted and serialized and
you use the serial/lot entry method to enter transactions.
Use it to enter adjustments, sales, or purchases for lotted
and serialized items.
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Inventory Transactions

Screen

Append/Edit Lotted Serial
Number window

Lot/Serial Number Entry
window

Append/Edit Lotted Serial
Number window

Alternate Items and
Locations window

Inventory User's Manual

Description

Use the Append/Edit Lotted Serial Number window to add
or edit serialized and lotted items, using the serial/lot entry
method.

Use the Lot/Serial Number Entry window if you are
working with an item that is both lotted and serialized and
you use the lot/serial entry method to enter transactions.
Use it to enter adjustments, sales, or purchases for lotted
and serialized items.

Use the Append/Edit Lotted Serial Number window to add
lotted and serialized items, using the lot/serial entry
method.

The Alternate Items and Locations window appears if you
entered a quantity greater than the quantity at the location
you are working with. This screen is display-only and
shows the gquantities available at other locations and
alternate items for the item. (The alternate items must have
been set up on the Alternate Items screen in the Items
function.)

This screen appears only for sales transactions.
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Inventory Transactions Screen
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Field Definitions

5-6

Field Name

Type

Item
Loc ID
Quantity
Units

Date

Description

Transactions that have not been posted are displayed:
adjustment, sale, or purchase.

The item used in the transaction is displayed.

The location used in the transaction is displayed.

The quantity used in the transaction is displayed.

The units used in the transaction are displayed.

The date the transaction took place is displayed.
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Field Name Description

Stat The status of the transaction is displayed:

¢ Adjustment 1 - Increase

* Adjustment 2 - Decrease

« Sale 1 - New Order

e Sale 3 - Verify Order

« Sale 4 - Invoice

* Sale 5 - Miscellaneous Credit

¢ Purchase 1 - New Order

¢ Purchase 2 - Goods Received

¢ Purchase 4 - Invoice

* Purchase 5 - Miscellaneous Debit

Command Bar Definitions

Command Description

Enter = edit Move the prompt (>) to the line you want to edit and press
Enter.

Adjustment PresA to add or edit an adjustment. The Append/Edit

Inventory Adjustments window appears.

Sale PresSto add or edit a sale. The Append/Edit Inventory Sales
window appears.

Purchase Pred3to add or edit a purchase. The Append/Edit Inventory
Purchases window appears.

Saving and Exiting

This screen is display-only; information is saved through the windows. To exit to
the Daily Work menu, use thexit (F7) command.
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Inventory Items Screen
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Field Definitions

5-8

Field Name

Item ID

Description

Status

Item Type

Item Price ID

Description

Enter the ID of the item whose information you want to add or
change.

Enter a description of the item.

Enter or change the status of the item:
Active
Discontinued
Superseded
Obsolete

Ented if the item is nonserialize®,if the item is serialized,
or 3 if the item is a service.

Enter or change the price ID.
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Inventory Transactions

Field Name
Track Lots?
Kitted Item?
Sales Category

Product Line

Description

If you want to track lots for the item, entgif not, enter.
If the item is a kit, entd&f; if not, enterN.
Enter or change the sales category for the item.

Enter or change the product line for the item.

Base UOM Enter or change the base unit of measure at which the item is
most often sold or picked from stock.
Tax Class Enter or change the tax class the item belongs to.
Location Enter or change the location of the item you want to work with.
Bin No. Enter or change the number of the bin where the item is stored.
Price ID Enter or change the price ID for the item at the location level.
Status Enter or change the status of the item at the location:
Active
Discontinued
Superseded
Obsolete
Base Cost Enter or change the base cost of the item.
GL Code Enter or change the general ledger account code you want to

use.

Command Bar Definitions
This screen has no command bar.
Saving and Exiting

To save your entries and exit to the transaction screen you were working with, use
theProceed(PgDn) command. To exit to the transaction screen you were working
with without saving your entries, use thBgit (F7) command.
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Units of Measure Screen
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Field Definitions

Field Name

Iltem ID

Description
Unit of Measure

Conversion Factor

5-10

Description

Enter the ID of the item whose information you want to add or
change.

The description of the item is displayed.
Enter a unit of measure for the item.

The conversion factor tells the system what portion of the base
unit the alternate unit is. Enter the conversion factor for the
unit of measure.
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Field Name Description
Penalty Type The penalty type determines the price adjustment when
fractional parts of a unit are sold.

A penalty expressed as a percentage applies to the fractional
part of the units sold, resulting in a unit penalty for fractional
quantities sold. A penalty expressed as a dollar amount applies
to the inventory item, regardless of the quantity sold, resulting
in a penalty per sale rather than per unit.

To charge a percentage that applies to the fraction of the units
sold, entefo. To charge a dollar amount that applies to the
entire sale, ente$.

Penalty Amount Enter the percentage or dollar amount of the penalty.
Command Bar Definitions

This screen has no command bar.
Saving and Exiting

To save your entries and exit to the transaction screen you were working with, use
theProceed(PgDn) command. To exit to the transaction screen you were working
with without saving your entries, use thgit (F7) command.
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Field Definitions
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Field Name

Status

Date
Period
Year
Loc ID

Iltem ID

Description

To make an adjustment that increases the quantity available,
enterl. To decrease the quantity available, ebter

Enter or change the date of the adjustment.
Enter or change the period of the adjustment.
The current year is displayed.

Enter the ID of the location of the item.

Enter the ID of the item whose quantity you want to adjust.
The quantity on hand and available appear at the bottom of the
screen.
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Inventory Transactions

Field Name

Adjust Acct

Quantity
Units
Cost
Ext Cost

Comment

Command Bar Definitions

Description

If the adjustment is an increase in inventory, enter a credit

account. If the adjustment is a decrease in inventory, enter a
debit account.

Enter or change the quantity you want to adjust.
Enter the unit of measure you want to work with.
Enter or change the cost of the item.

The extended cost (quantity x cost) is displayed.

Enter additional information about the transaction.

This window has no command bar.

Saving and Exiting

To save your entries and exit to the Inventory Transactions screen, Bsedbed

(PgDn) command. To exit to the Inventory Transactions screen without saving
your entries, use thexit (F7) command.
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Field Definitions
Field Name Description
Status EnteN if you are recording a new ord&f,if you are
verifying an order] if you are recording an invoice, bt if
you are recording a miscellaneous credit.
Date Enter or change the date of the sale.
Period Enter or change the period of the sale.
Year The current year is displayed.
Loc ID Enter the ID of the location of the item.
Item ID Enter the ID of the item that was sold. The quantity on hand

5-14

and available appear at the bottom of the screen.
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Command Bar Definitions

Field Name

Price ID
Cust Level

Adjust Acct

Quantity
Units

Cost
Price
Ext Cost
Ext Price

Comment

Description

Enter the price ID for the item.
Enter the customer level for the item.

If the adjustment is an increase in inventory, enter a credit
account. If the adjustment is a decrease in inventory, enter a
debit account. If you are entering a new order, this field is
skipped.

Enter or change the quantity that was sold.

Enter the unit of measure you want to work with.
The cost of the item is displayed.

Enter or change the price of the item that was sold.
The extended cost (quantity x cost) is displayed.
The extended price (quantity x price) is displayed.

Enter additional information about the transaction.

This window has no command bar.

Saving and Exiting

To save your entries and exit to the Inventory Transactions screen, &sedaed
(PgDn) command. To exit to the Inventory Transactions screen without saving
your entries, use thexit (F7) command.
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Field Definitions
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Field Name

Status

Date
Period
Year
Loc ID

Item ID

Description

EnteN if you are recording a new ord&;,if you are
recording goods receiveldif you are recording an invoice, or
M if you are recording a miscellaneous debit.

Enter or change the date of the purchase.
Enter or change the period of the purchase.
The current year is displayed.

Enter the ID of the location of the item.

Enter the ID of the item that was purchased. The quantity on
hand and available appear at the bottom of the screen.
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Field Name

Adjust Acct

Quantity
Units
Cost

Std Cost

Ext Cost

Ext Std

Comment

Command Bar Definitions

Description

If the adjustment is an increase in inventory, enter a credit
account. If the adjustment is a decrease in inventory, enter a
debit account. If you are entering a new order, this field is
skipped.

Enter or change the quantity that was purchased.
Enter or change the unit of measure.
The last cost of the item is displayed.

If you use the standard costing method, the standard cost is
displayed.

The extended cost (quantity x cost) is displayed.

The extended standard cost (quantity x standard cost) is
displayed.

Enter additional information about the transaction.

This window has no command bar.

Saving and Exiting

To save your entries and exit to the Inventory Transactions screen, Bsedbed
(PgDn)command. To exit to the Inventory Transactions screen without saving
your entries, use thexit (F7) command.
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Lot Entry Window
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Field Definition

5-18

Field Name

Item ID

Loc ID

Units

Requested Qty
Lot Number
Ordered Quantity
Fulfilled Qty

Ext Cost

Description

The ID of the item you are working with is displayed.
The ID of the location you are working with is displayed.
The unit of measure you are working with is displayed.
The quantity being sold, adjusted, or purchased is displayed.
The lot numbers for the item are displayed.
The quantity ordered for the lot is displayed.
The quantity available to fill the order for the lot is displayed.

The extended cost (quantity x cost) of the lot is displayed.
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Command Bar Definitions

Command Definition

Enter = edit Move the prompt (>) to the line you want to edit and press
Enter. The Edit Lot Number window appears.

Append Presa to add lot numbers to the item. The Append Lot
Numberwindow appears.

Done Pres® to save your entries when you are finished adding or
editing information about lots.

Saving and Exiting

To save your entries and exit to the transaction window you were working with,
pressD.
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Append/Edit Lot Number Window
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Field Definitions
Field Name Description
Lot No Enter the lot number of the item being adjusted, sold, or

purchased. The quantity on hand and available appear at the
bottom of the screen.

Orig Qty The original quantity of the lot is displayed. If you are
entering a new purchase or sales order, enter the quantity.

Fulfill Qty Enter or change the quantity of the lot needed to fill the
transaction. If you are entering a new order, this field is
skipped.

Backord Qty The quantity on backorder is displayed.

Cost The cost of the lot is displayed.
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Field Name Description
Ext Cost The extended cost (quantity x cost) is displayed.
Comment Enter additional information about the lot.

Command Bar Definitions

This window has no command bar.
Saving and Exiting

To save your entries and exit to the Lot Entry window, us@tbeeed(PgDn)
command.
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Field Name Description
Item ID The ID of the item you are working with is displayed.
Loc ID The ID of the location you are working with is displayed.
Units The unit of measure you are working with is displayed.

Requested Qty
Serial Number
Unit Cost

Unit Price

The quantity being sold, adjusted, or purchased is displayed.
The serial numbers for the item are displayed.
The unit cost of the serialized item is displayed.

The unit price of the serialized item is displayed.
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Command Bar Definitions

Command Definition

Enter = edit Move the prompt (>) to the line you want to edit and press
Enter. The Edit Serial Number window appears.

Append Presa to add lot numbers to the item. The Append Serial
Number window appears.

Done Pres® to save your entries when you are finished adding or
editing information about serial numbers.

Saving and Exiting

To save your entries and exit to the transaction window you were working with,
pressD. To exit to the transaction window you were working with without saving
your changes, use tliit (F7) command.
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Append/Edit Serial Number Window
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Field Definitions
Field Name Description
Serial No Enter the serial number of the item being adjusted, sold, or
purchased.
Auto Generate? This field appeatrs if you entered goods received or a purchase

transaction with invoice status.

If you want the system to generate serial numbers, ¥nter
not, enteN. When you enter Y, the maximum number of
serial numbers available to order appears.

Orig Qty The original quantity of the serialized items is displayed.

Fulfill Qty If you entered Y in the Auto Generate field, enter the quantity
of serial numbers you are purchasing.
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Field Name Description

Backord Qty The quantities on backorder are displayed.

Cost Enter or change the cost of the serialized item.

Ext Cost The extended cost (quantity x cost) is displayed.

Price This field appears for sales transactions. Enter the price of the
serialized item.

Ext Price This field appears for sales transactions. The extended price is
displayed.

Comment Enter additional information about the serialized item.

Command Bar Definitions
This window has no command bar.

Saving and Exiting

To save your entries and exit to the Serial Number Entry window, ugedbeed
(PgDn) command. To exit to the Serial Number Entry window without saving your
entries, use thExit (F7) command.
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Serial/Lot Number Entry Window
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Field Definitions
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Field Name

Item ID

Loc ID

Units
Requested Qty
Serial Number
Unit Cost

Unit Price

Description

The ID of the item you are working with is displayed.

The ID of the location you are working with is displayed.

The unit of measure you are working with is displayed.
The quantity being sold, adjusted, or purchased is displayed.
The serial numbers for the item are displayed.

The unit cost of the serialized item is displayed.

The unit price of the serialized item is displayed.
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Command Bar Definitions

Command Definition

Enter = edit Move the prompt (>) to the line you want to edit and press
Enter. The Edit Lotted Serial Number window appears.

Append Presa to add lot numbers to the item. The Append Lotted
Serial Numbewindow appears.

Done Pres® to save your entries when you are finished adding or
editing information about serial numbers.

Saving and Exiting

To save your entries and exit to the transaction window you were working with,
pressD.
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Field Definitions
Field Name Description
Serial No Enter the serial number of the item being adjusted, sold, or
purchased.
Lot No Enter or change the lot number of the item being adjusted,

Auto Generate?

Orig Qty

5-28

sold, or purchased.

This field appeatrs if you entered goods received or a purchase
transaction with invoice status.

If you want the system to generate serial numbers, ¥nter
not, enteN. When you enter Y, the maximum number of
serial numbers available to order appears.

The original quantity of the item is displayed.
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Field Name Description

Fulfill Qty The quantity needed to fill the transaction is displayed.
Backord Qty The quantity on backorder is displayed.

Cost Enter or change the cost of the item.

Comment Enter additional information about the serialized/lotted item.

Command Bar Definitions
This window has no command bar.
Saving and Exiting
To save your entries and exit to the Lot/Serial Number Entry window, use the

Proceed(PgDn) command. To exit to the Lot/Serial Number Entry window
without saving your entries, use tBgit (F7) command.
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Field Definitions
Field Name Description
Item ID The ID of the item you are working with is displayed.
Loc ID The ID of the location you are working with is displayed.
Units The unit of measure you are working with is displayed.
Lot No Enter the lot number of the serialized item.
Lot Qty The quantity in the lot for the transaction is displayed.
Tot Qty The total quantity of the lot is displayed.

Serial Number

Unit Cost
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The serial numbers that are in the lot are displayed.

The unit cost of the serialized item is displayed.
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Field Name Description

Unit Price The unit price of the serialized item is displayed.

Command Bar Definitions

Command Definition

Enter = edit Move the prompt (>) to the line you want to edit and press
Enter. The Edit Lotted Serial Number window appears.

Append Presa to add lot numbers to the item. The Append Lotted
Serial Numbewindow appears.

Lot number Presk to enter a different lot number.

Done Pres® to save your entries when you are finished adding or

editing information about serial numbers.

Saving and Exiting

To save your entries and exit to the transaction screen you were working with,
pressD.
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Field Definitions
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Field Name

Serial No

Auto Generate?

Orig Qty
Fulfill Qty
Backord Qty

Description

Enter the serial number of the item being adjusted, sold, or
purchased.

This field appeatrs if you entered goods received or a purchase
transaction with invoice status.

If you want the system to generate serial numbers, ¥nter
not, enteN. When you enter Y, the maximum number of
serial numbers available to order appears.

The original quantity of the item is displayed.
The quantity needed to fill the transaction is displayed.

The quantity on backorder is displayed.
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Field Name Description
Cost Enter or change the cost of the item.
Price This field appears for sales transactions. Enter the price of the

serialized item.

Comment Enter additional information about the lotted/serialized item.
Command Bar Definitions

This window has no command bar.
Saving and Exiting

To save your entries and exit to the Lot/Serial Number Entry window, use the
Proceed(PgDn) command. To exit to the Lot/Serial Number Entry window
without saving your entries, use tBgit (F7) command.
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Field Definitions
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Field Name

Original Item ID
Original Location ID

Iltem Number

Item Description
Loc ID
Qty

Units

Description

The ID of the item you are working with is displayed.
The ID of the location you are working with is displayed.

If you set up alternate items for the item you are working with,
the item number is displayed.

The description of the alternate item is displayed.
The ID of the location of the alternate item is displayed.
The available quantity of the alternate item is displayed.

The unit of measure for the alternate item is displayed.
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Field Name Description

Loc ID The ID of the alternate location where the items can be found
is displayed.

Item Description The description of the item is displayed.

Qty The quantity of the item at the alternate location is displayed.

Units The unit of measure at the alternate location is displayed.

Command Bar Definitions

Command Definition

Tab = Alternate PressTab to toggle between the Alternate Locations and the
Locations/Alternate Alternate Items sections of the screen.

Iltems

Done Pres® when you are finished viewing the available quantities

at alternate locations.

Saving and Exiting

To exit to the transaction screen you were working with, fdessuse thdexit
(F7) command.
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Location Transfers

Features

Use the Location Transfers function on the Daily Work menu to move items from

one location to another. Before you can transfer an item, you must set up the item in
the destination location.

Reports

To produce a list of the information entered on the Location Transfers screen, use

the Transfers Journal function on the Daily Work menu.

Screen Use

Screen

Location Transfers
Append/Edit Transfer
window

Lot Entry window

Append/Edit Lot Number
window

Serial Number Entry
window
Append/Edit Serial

Number window

Serial/Lot Number Entry
window

Append/Edit Lotted Serial
Number window

Inventory User’s Manual

Description

Use the Location Transfers screen to add or edit a transfer.

Use the Append/Edit Transfer window to enter information
about the location you are transferring items from and to
enter transfer costs.

The Lot Entry window appears if you are tracking lots for the
item you are transferring. Use it to indicate whether you want
to add or edit a lot number.

Use the Append/Edit Lot Number window to add or edit lot
numbers.

The Serial Number Entry window appears if you are working
with a serialized item. Use it to indicate whether you want to
add or edit a serial number.

Use the Append/Edit Serial Number window to add or edit
serial numbers.

Use the Serial/Lot Number Entry window to enter location
transfers for lotted and serialized items.

Use the Append/Edit Lotted Serial Number window to add or
edit serialized and lotted items.
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Location Transfers Screen
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Field Definitions
Field Name

Type

Iltem

Loc ID

Quantity

Units

5-38

Description

The location that the item was transferred from is displayed in
the transfer Type From field. The location that the item was
transferred to is displayed in the transfer Type To field.

The ID of the item being transferred is displayed.

The IDs of the locations you are transferring the item from and
to are displayed.

The quantity that was transferred is displayed.

The unit of measure for the item that was transferred is
displayed.
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Field Name Description

Trans Date The date of the transfer is displayed.

Command Bar Definitions

Command Description

Enter = edit Move the prompt (>) to the transfer you want to edit and press
Enter. The Edit Transfer window appears.

Append Pres# to add a location transfer. The Append Transfer
window appears.

Saving and Exiting

This screen is display-only; information is saved through the windows. To exit to
the Daily Work menu, use thexit (F7) command.
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Append/Edit Transfer Window
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Field Name Description

From Location

Iltem ID
Quantity
Units

Unit Cost

Extended Cost
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Enter or change the ID of the location you are transferring the
item from.

Enter or change the number of the item you want to transfer.
Enter or change the quantity you are transferring.
Enter the unit of measure you want to work with.

The unit cost (unit cost x quantity) of the item you are
transferring is displayed.

The total cost (item cost x quantity) of the item you are
transferring is displayed.

Inventory User’s Manual



Daily Work

Location Transfers

Field Name

To Location

Item ID

Qty Before

Qty After

Transfer Cost

Transaction Date

Period

Year

Comment

Command Bar Definitions

Description

Enter or change the ID of the location you are transferring the
item to.

Enter or change the ID of the item you are transferring.

The on-hand quantity of the item in the destination location
before the transfer is displayed.

The on-hand quantity of the item in the destination location
after the transfer is displayed.

Enter or change the cost of the transfer (shipping, handling,
packaging).

Enter or change the date of the transfer.

Enter or change the period you want to post the transfer cost
to.

Enter or change the year of the transfer.

Enter additional information about the transfer.

This window has no command bar.

Saving and Exiting

To save your entries and exit to the Location Transfers screen, IReteed
(PgDn) command. To exit to the Location Transfers screen without saving your
entries, use thExit (F7) command.
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Lot Entry Window
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Field Definitions
Field Name Description
From Item ID The ID of the transferred item is displayed.
From Loc ID The ID of the location the item is being transferred from is
displayed.
Units The unit of measure for the item is displayed.
To Item ID The ID of the transferred item is displayed.
To Loc ID The ID of the location the item is being transferred to is

Requested Qty

Source Lot Number
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displayed.
The quantity that is being transferred is displayed.

The lot that the item is being transferred from is displayed.

Inventory User’s Manual



Daily Work Location Transfers

Field Name Description
Dest. Lot Number The lot that the item is being transferred to is displayed.
Ext Cost The total cost (item cost x quantity) is displayed.

Command Bar Definitions

Command Description

Enter = edit Move the prompt (>) to the lot number you want to edit and
pressEnter. The Edit Lot Number window appears.

Append Presé to add a lot number. The Append Lot Number window
appears.

Done Pres® to go to the Location Transfers screen.

Saving and Exiting

To exit to the Location Transfers screen, pi2sg use théxit (F7) command.
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Field Definitions

Field Name Description

Source Lot Enter or change the number of the lot you are transferring the
item from.

Destination Lot Enter or change the number of the lot you are transferring the
item to.

Quantity Enter or change the quantity of the item being transferred from
the lot.

Trans Cost Enter or change the cost of transferring the quantity of items
from the lot.

Comment Enter additional information about the quantity being

transferred from the lot.
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Field Name Description
Cost The cost of the lotted item being transferred is displayed.
Ext Cost The total cost (quantity x cost) of the lotted items being

transferred is displayed.
Command Bar Definitions
This window has no command bar.
Saving and Exiting

To save your entries and exit to the Lot Entry window, us@tbeeed(PgDn)
command. To exit to the Lot Entry window without saving your entries, use the
Exit (F7) command.
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Serial Number Entry Window
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Field Name Description
From Item ID The ID of the transferred item is displayed.
From Loc ID The ID of the location the item is being transferred from is
displayed.

Units The unit of measure for the item is displayed.
To Item ID The ID of the transferred item is displayed.
To Loc ID The ID of the location the item is being transferred to is

Requested Qty

Serial Number

displayed.
The quantity that is being transferred is displayed.

The serial number of the transferred item is displayed.
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Field Name Description

Unit Cost The unit cost of the serialized item is displayed.

Command Bar Definitions

Command Description

Enter = edit Move the prompt (>) to the serial number you want to edit and
pressEnter. The Edit Serial Number window appears.

Append Pres# to add a serial number. The Append Serial Number
window appears.

Done Pres® to go to the Location Transfers screen.

Saving and Exiting

To exit to the Location Transfers screen, pi2ss use théxit (F7) command.
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Field Definitions
Field Name Description
Serial Number Enter or change the serial number you are transferring from.
Cost The cost of the serialized item is displayed.
Trans Cost Enter or change the cost of transferring the serialized item.
Comment Enter additional information about the serialized item being
transferred.
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Command Bar Definitions
This window has no command bar.
Saving and Exiting

To save your entries and exit to the Serial Number Entry window, usedbeed
(PgDn) command. To exit to the Serial Number Entry window without saving your
entries, use thexit (F7) command.
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Serial/Lot Number Entry Window
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Field Name Description
From Item ID The ID of the transferred item is displayed.
From Loc ID The ID of the location the item is being transferred from is
displayed.
Units The unit of measure of the item is displayed.
To Item ID The ID of the transferred item is displayed.
To Loc ID The ID of the location the item is being transferred to is

Requested Qty

Serial Number

displayed.
The quantity that is being transferred is displayed.

The serial number of the transferred item is displayed.
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Field Name Description

Unit Cost The unit cost of the serialized item is displayed.

Command Bar Definitions

Command Description

Enter = edit Move the prompt (>) to the lot number you want to edit and
pressEnter. The Edit Lotted Serial Number window appears.

Append Pres# to add a lot number. The Append Lotted Serial
Number window appears.

Done Pres® to go to the Location Transfers screen.

Saving and Exiting

To exit to the Location Transfers screen, pi2ss use théxit (F7) command.

Inventory User’'s Manual 5-51



Location Transfers

Daily Work

Append/Edit Lotted Serial Number Window
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Field Name Description

Serial Number
Source Lot
Destination Lot
Cost

Trans Cost

Comment

Enter or change the serial number in the lot.

Enter the lot the serial number is being transferred from.
Enter the lot the serial number is being transferred to.
The cost of the lotted/serialized item is displayed.

Enter the cost of transferring the item to the destination lot.

Enter additional information about the serialized item being
transferred.

Command Bar Definitions
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This window has no command bar.

Saving and Exiting
To save your entries and exit to the Serial/Lot Number Entry window, use the

Proceed(PgDn) command. To exit to the Serial/Lot Number Entry window
without saving your entries, use tBgit (F7) command.
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Transactions Journal

Features
Use the Transactions Journal function on the Daily Work menu to print transactions
that were entered in the Inventory Transactions function.
Reports
A sample Transactions Journal is on page 5-58.
Screen Use
Screen Description
Transactions Journal Use the Transactions Journal screen to select the locations,

items, and types of transactions that you want in the journal.
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Field Definitions
Field Name Description
Pick Enter the range of locations and items whose information you
want in the journal.
Print By Select the option by which you want to organize the journal.

Print adjustments?

Print sales?

5-56

If you want the journal to include adjustment transactions,
enterY; if not, entem.

If you want the journal to include sales transactions,eifter
not, entem.
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Field Name Description

Print purchases? If you want the journal to include purchase transactions, enter
Y; if not, enterN.

Command Bar Definitions

Command Description

Printer SelecP to send the journal to a printer.

File Select to send the journal to a file.

Screen Seled® to send the journal to the screen.

End Seleck to change your selections or exit to the Daily Work
menu.

Saving and Exiting

After the journal is produced, the Daily Work menu appears.
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Features

Use the Transfers Journal function on the Daily Work menu to print the transfers
that were entered in the Location Transfers function.

Reports
A sample Transfers Journal is on page 5-62.
Screen Use
Screen Description
Transfers Journal Use the Transfers Journal screen to select the locations and

items that you want in the journal.
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Field Definitions
Field Name Description
Pick Enter the range of locations and items whose information you

want in the journal.

Print By Select the option by which you want to organize the journal.
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Transfers Journal

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the journal to a printer.
Select to send the journal to a file.
Seled® to send the journal to the screen.

Seleck to change your selections or exit to the Daily Work
menu.

After the journal is produced, the Daily Work menu appears.
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Transfers Journal
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Post Transactions

Features

Use the Post Transactions function on the Daily Work menu to post adjustments,
sales, purchases, and transfers.

Before you post, complete the following tasks:

< If you have a multiuser system, make sure that no one else is using the
Inventory system.

. Print the Transactions Journal.

e Back up all the data files.

Reports
A sample posting log is on page 5-66.
Screen Use
Screen Description
Post Transactions Use the Post Transactions screen to select what you want to

post and the fiscal year you want to post to.
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Field Definitions
Field Name Description

Have You

Post transactions,
transfers, or both?

Post To

5-64

EntelY or N to indicate whether or not you have printed the
Transactions Journal and backed up your data files. If you
enter N, the Daily Work menu appears.

EnterT to post transaction® to post transfers, @& to post
both transactions and transfers.

If Inventory is not interfaced with General Ledger or if you
have not created last-year data in General Ledgsr,
displayed.

If Inventory is interfaced with General Ledger and you have
created last-year data in General Ledger, s&laxpost to the
current-year GLIRxxx file a2 to post to the last-year
GLJIRxxx file.

Inventory User’s Manual



Daily Work Post Transactions

Command Bar Definitions

Command Description

Printer SelecP to send the log to a printer.

File Select to send the log to a file.

End Seleck to change your selections or exit to the Daily Work
menu.

Saving and Exiting

After the log is produced, the Daily Work menu appears.
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GL Adjustments Journal

Features

Use the GL Adjustments Journal function on the Daily Work menu to list COGS
adjustments in the INCJIxxx (COGS Journal) file. If Accounts Payable/Purchase
Order are interfaced with Inventory, COGS adjustments from those applications are
also posted through this function.

Reports
A sample GL Adjustments Journal is on page 5-70.
Screen Use
Screen Description
GL Adjustments Journal Use the GL Adjustments Journal screen to select locations

and items for the journal.
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Field Definitions
Field Name Description
Pick Enter the range of locations and items whose information you

want in the journal.

Print By Select the option by which you want to organize the journal.

Command Bar Definitions

Command Description
Printer SelecP to send the journal to a printer.
File Select to send the journal to a file.
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Command Description

Screen Selec® to send the journal to the screen.

End Seleck to change your selections or exit to the Daily Work
menu.

Saving and Exiting

After the journal is produced, the Daily Work menu appears.
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Post GL Adjustments

Features

Use the Post GL Adjustments function on the Daily Work menu to post COGS
adjustments and purchase price variances to General Ledger.

Before you post, complete the following tasks:

< If you have a multiuser system, make sure that no one else is using the
Inventory system.

e Print the GL Adjustments Journal.

e Back up all the data files.
Reports
A sample posting log is on page 5-74.

Screen Use

Screen Description

Post GL Adjustments Use the Post GL Adjustments screen to select the fiscal year
you want to post the adjustments to.
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Field Definitions
Field Name Description
Have You EntelY orN to indicate whether or not you have printed the
GL Adjustments Journal and backed up your data files. If you
enter N, the Daily Work menu appears.
Post To If Inventory is not interfaced with General Ledger or if you

5-72

have not created last-year data in General Ledgsr,
displayed.

If Inventory is interfaced with General Ledger and you have
created last-year data in General Ledger, sélazpost the
transactions to the current-year GLIRxxx fil o post them
to the last-year GLIRxxx file.
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Command Bar Definitions

Command Description

Printer SelecP to send the log to a printer.

File Select to send the log to a file.

End Seleck to change your selections or exit to the Daily Work
menu.

Saving and Exiting

After the log is produced, the Daily Work menu appears.
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Reorder Processin ¢

Calculate Reorders
Reorder Report
Generate Purchase Requisitions
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Calculate Reorders

Features

Use the Calculate Reorders function on the Reorder Processing menu to calculate
the quantity of an item to reorder. You can calculate reorders by one of the
following methods: Economic Order Quantity (EOQ), Forecast, or
Minimum/Maximum (Min/Max).

Reports
To retrieve the information entered in the Calculate Reorders function, use the
Reorder Report function.
Screen Use
Screen Description
Calculate Reorders Use the Calculate Reorders screen to select the item IDs,

location IDs, product lines, and user-defined fields you
want to calculate in the reorder process.
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Field Definitions
Field Name Description
Pick Enter the range of items, locations, product lines, and user-

defined fields whose reorder quantity you want to calculate.

Include issues in annual If you want to include the annual usage quantities for issues
usage? (bill of materials with multiple items) in the reorder
calculation, enteY; if not, enter.

Include transfers out in  If you want to include the annual usage quantities for transfers
annual usage? in the reorder calculation, entéy if not, enter.
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Field Name Description

Include material This field appears if you entered information on the Calculate
requisitions in annual  Reorders screen but did not use the Generate Purchase
usage Requisitions function.

If you want to include the material requisitions in the reorder
calculation, enteY; if not, enter.

Remove all calculations This field appears if you entered information on the Calculate
and start over? Reorders screen but did not use the Generate Purchase
Requisitions function.

If you want the system to remove previous calculations and
start over, enteY; if not, entemN. If you enter Y, you cannot
replace overlapping calculations.

Replace overlapping This field appears if you entered information on the Calculate
calculations? Reorders screen but did not use the Generate Purchase
Requisitions function.

If you want existing calculations to be replaced by current
calculations that overlap, entérif not, entemN. If you enter
Y, previous calculations that overlap will be removed.

Command Bar Definitions
This screen has no command bar.
Saving and Exiting

To save your entries and exit to the Reorder Processing menu, iedbed
(PgDn) command.
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Reorder Report

Features
Use the Reorder Report function on the Reorder Processing menu to print a list of
the items you need to reorder based on the calculations in the Calculate Reorders
function.

Reports
A sample Reorder Report is on page 6-10.

Screen Use
Screen Description
Reorder Report Use the Reorder Report screen to enter the calculation

method you want in the report and to select the option by
which to organize the report.
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Field Name Description
Calculation Method Select the calculation method you want in the rdgortthe

EOQ method2 for the Forecast metho8 for the Min/Max
method, o# for all the calculation methods.

Print By Select the option by which you want to organize the report.

Do you want to print the If you want to separate the reorder quantity for each location,
report by location? enterY; if not, enteM.

Include items that are  If you want to include items whose quantity is above the order
above order point? point, enterY; if not, entem.
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Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Seled® to send the report to the screen.

End Seleck to change your selections or exit to the Reorder

Processing menu.

Saving and Exiting

Note I

After the report is produced, the Reorder Processing menu appears.
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Reorder Report

Reorder Report
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Generate Purchase Requisitions

Features

Use the Generate Purchase Requisitions function on the Reorder Processing menu
to create purchase requisitions for the items that need to be reordered.

Before you can use the Generate Purchase Requisitions function, Purchase Order
must be interfaced with Inventory and the Auto Reorder flag on the General
Information screen in the Items function must be set to YES.

Reports

No report is associated with this function.

Screen Use

Screen Description
Generate Purchase Use the Generate Purchase Requisitions screen to select the

Requisitions calculation method you want to use when purchase
requisitions are generated.
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Reorder Processing

Generate Purchase Requisitions Screen

Field Definitions

AT M=K
Feirge [ D Blln
- Harmcabe Fecchare Emgquiritionm -
Caloulacion Hechod
1. E0Q
FOEeDastT
3. Rin/Hax
4. Lamac Juomacicy
-] fEALEST SianlLiTy
i
— Usrificstcica
Frcerr £Pgln> &Eo proceesd -
Field Name Description

Calculation Method

Command Bar Definitions

Select the calculation method you want to use when purchase
requisitions are generatetlfor the EOQ method for the
Forecast metho@® for the Min/Max method4 for the least
quantity calculated of the three methods5 éor the greatest
quantity calculated of the three methods.

This screen has no command bar.
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Saving and Exiting

To save your entries, use tReoceed(PgDn) command. To exit to the Reorder
Processing menu, use tAgit (F7) command.
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Inventory Movement Report

Features
Use the Inventory Movement Report function on the Reports menu to print
summarized information about transactions and transfers and to show beginning
and ending balances of selected items.
Reports
A sample Iventory Movement Report is on page 7-6.
Screen Use
Screen Description

Inventory Movement

Use the Inventory Movement Report screen to select the
Report

items, locations, product lines, and periods you want in the
report.
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Inventory Movement Report Reports

Inventory Movement Report Screen

C USAL TR

- Irmntory Aovemsnt Repock -

Pick [cesm 13 Teom i0il Frims Hy:z
Theu 200 1. Teem 1D
CofaCida 1D FEom MWIOD] d: PEOIWET Limes
Thru TIOO0 dppligwcion

Frodoct Lime From AFFLIABCE
ThEld RMATERIAL

PEriod-Tenr From iF L0586
Thru 1Z/1LBES

OmpartEmnt
User-FcIlisd HoEt 1
Oaer-Feiined dnre 2

[T W

Jo Yoo Want to Print Oy Locmoion? HO

Thetpuk derice [PFirizzec p|E)evizw b ile (Shcresn (E]zd
Field Definitions
Field Name Description
Pick Enter the range of items, locations, product lines, and user-

defined fields you want in the report.
Print By Select the option by which you want to organize the report.

Do you want to print by If you want to separate the information by location, e¥itéf
location? not, entemN.
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Reports Inventory Movement Report

Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Selec® to send the report to a screen.

End SelecE to change your selections or exit to the Reports menu.

Saving and Exiting

After the report is produced, the Reports menu appears.
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Reports

Inventory Movement Report

Inventory Movement Report t

08/07/1999 Builders Supply Page
314PM Inventory Movement Report

By ltem ID
ltem ID Prod. Line Beg.Quantty ~ Sold Purchased Transferin  Buit Adjustments End Quant
Description Loc.ID Retumed Retuned TransferOut  Issue Mat Req.
100 MATERIAL 0000 .0000 .0000 .0000 .0000 .0000 0
Electrical Package MNO0OO1 0000 .0000 .0000 .0000  .0000
100 MATERIAL 0000 .0000 .0000 .0000 .0000 .0000 0
Electrical Package TX0001  .0000 .0000 .0000 .0000  .0000
150 MATERIAL 0000 .0000 .0000 .0000 .0000 .0000 0
Plumbing Package MNOOO1 ~ .0000 .0000 .0000 .0000  .0000
150 MATERIAL 0000 .0000 .0000 .0000 .0000 .0000 0
Plumbing Package TX0001 0000 .0000 .0000 .0000  .0000
200 HEAT/AIR 0000 0000 .0000 .0000 .0000 .0000 .0
Heating/Cooling Package MNOOO1 ~ .0000 .0000 .0000 .0000  .0000
200 HEAT/AIR 0000 0000 .0000 .0000 .0000 .0000 .0
Heating/Cooling Package TX0001 0000 .0000 .0000 .0000  .0000
End of Report
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ltem Status Report

Features
The Item Status Report shows the status of items and the quantities in stock: on
hand, on order, committed, in use, and available.
Reports
A sample Item Status Report is on page 7-10.
Screen Use
Screen Description
Item Status Report Use the Item Status Report screen to select the items,
locations, product lines, and user-defined fields you want in
the report.
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Item Status Report

Reports

Item Status Report Screen

C USAL TR

[tem Stetur Emport -

Pick I[cesm 1B Feom 01 Frint Hy:
Thru 200 1. Iemm IX
Lofarica 1D FEOm MWIOUL 2 FEDOWET L1DE
Thru TIOO0 1 Epplicasion
Frodoct Lirm Foom AFFLTARKT &. Dmpmrtmant
TnEd RAATEPLAL =s WHeE-J<Iloed BaEt 1
kpplisasion From BOILDTEE: [ Imer-F=fine=d dorc 2
Thru RIE AFFL 1
Depai tmsnl FEom FOILDIRK:
Thru IRTERIOE Inolwde Bratus
Aotoum? TES
SupsEr eIl FES
Frine Fanres P=saripraony B Fisaonnimreasd TES
Feint Iy Locstion? =] = 10N [ TES
Feink Lo Dekadl? TE=
Frint #Fegisl Pensil? YE3
Frint loac/{Sald Secisl Husbace? B
Thetpuk derice (Piriztec p|Flevize "’ ile (Spcreen [E|=d

Field Definitions

7-8

Field Name

Pick

Print By

Include Status

Print extra description?

Print by location?

Description

Enter the range of items, locations, product lines, and user-
defined fields you want in the report.

Select the option by which you want to organize the report.

Enter for each item status you want to include in the report.
EnterN for each status you want to exclude.

If you want the report to include additional descriptions, enter
Y; if not, enteN. You can enter Y only if you elected to use
additional descriptions in the Resource Manager Options and
Interfaces function.

If you want to separate the information by location, ¥nifer
not, entem.

Inventory User’s Manual



Reports Item Status Report

Field Name Description

Print lot detail? If you want to print lot detail, entérif not, enterN.

Print serial detail? If you want to print serial detail, engif not, enterN.

Print lost/sold serial If you want to print serial numbers for lost or sold items, enter
numbers? Y; if not, enterN.

Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Seled® to send the report to a screen.

End SeleckE to change your selections or exit to the Reports menu.

Saving and Exiting

After the report is produced, the Reports menu appears.
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Iltem Status Report

ltem Status Report
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Price Report

Features
The Price Report shows the quantity break prices for items, base or list prices, and
the profit margin. You can use the information to analyze pricing structures.
Reports
A sample Price Report is on page 7-14.
Screen Use
Screen Description
Price Report Use the Price Report screen to select the items, locations,
and customer levels whose price information you want in
the report.
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Price Report

Reports
Price Report Screen
FSAL 100 [ D] x]
Geig [& [ bl
i - Fzice Fagockt
Pick [cesm 13 From LO0O Frimc fip
Theu 200 1. Icam
LOpaCida Lk Fidin EHUDDI] - LDSHLLON
Thru TEODDI 5
Custcmac Leval Foom ACEDON]
Thiu WHEL
Frimt Foicax hm Of: 7708 1589
Frimt PFrofiz Aacgis? B
Frimt Qumntizy Bramka? RO
Thetpuk derice [PFirizzec p|E)evizw i ile (Shcreen (E|=zd
Field Definitions
Field Name Description
Pick Enter the range of items, locations, and customer levels you
want in the report.
Print By Select the option by which you want to organize the report.
Print Prices As Of Enter the date from which you want to calculate prices.
Print profit margin? If you want the report to include profit margins, efitémot,
enterN.
Print quantity breaks? If you want the report to include quantity price breaks, enter

Y; if not, enterN.
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Reports Price Report

Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Seled® to send the report to the screen.

End SelecE to change your selections or exit to the Reports menu.

Saving and Exiting

After the report is produced, the Reports menu appears.
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Price Report

Price Report
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Valuation Report

Features
Use the Valuation Report to evaluate the profitability of inventory items. It
summarizes the value of the items on hand and the profit of the items sold during
the year. It shows the average unit cost, extended cost depending on the valuation

method selected, purchases, sales, COGS and PPV adjustments, other type of
movement adjustments, and the beginning balance based on these figures.

Reports

A sample Valuation Report is on page 7-18.

Screen Use

Screen Description
Valuation Report Use the Valuation Report screen to select items, locations,

product lines, and user-defined fields that you want in the
report.
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Valuation Report Reports

Valuation Report Screen
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Field Definitions
Field Name Description
Pick Enter the range of items, locations, product lines, and user-

defined fields you want in the report.
Print By Select the option by which you want to organize the report.

Print Valuation Method  Select the option by which you want the valuation to be
calculated for the report.

Print by location? If you want the information to be separated by location, enter
Y; if not, enterN.
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Reports Valuation Report

Field Name Description

Print extra description?  If you want the report to include additional descriptions, enter
Y; if not, enteN. You can enter Y only if you elected to use
additional descriptions in the Resource Manager Options and
Interfaces function.

Print year-to-date? If you want the report to show year-to-date information, enter
Y; if not, entem.

Print GL summary only? If you want the report summarized by GL account only, enter
Y; if not, entem.

Print serial detail? If you want the report to show serial detail, &piénot,
enterN.

Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Selec® to send the report to the screen.

End SeleckE to change your selections or exit to the Reports menu.

Saving and Exiting

After the report is produced, the Reports menu appears.
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Cost Variance Report

Features
Use the Cost Variance Report to analyze the cost variance of items, using standard
to average, actual to standard, and actual to average costs.
Reports
A sample Cost Variance Report is on page 7-22.
Screen Use
Screen Description
Cost Variance Report Use the Cost Variance Report screen to select the items,

locations, product lines, and user-defined fields that you
want in the report.
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Cost Variance Report Reports

Cost Variance Report Screen
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Field Definitions
Field Name Description
Pick Enter the range of items, locations, product lines, and user-
defined fields you want in the report.
Print By Select the option by which you want to organize the report.
Print by location? If you want the information to be separated by location, enter

Y; if not, enterN.

Print lot detail? If you want the report to include lot detail information, enter
Y; if not, entem.

7-20 Inventory User’s Manual



Reports Cost Variance Report

Field Name Description

Print extra description?  If you want the report to include additional descriptions, enter
Y; if not, enteN. You can enter Y only if you elected to use
additional descriptions in the Resource Manager Options and
Interfaces function.

Print year-to-date? If you want the report to show year-to-date information, enter
Y; if not, entem.

Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Selec® to send the report to the screen.

End SeleckE to change your selections or exit to the Reports menu.

Saving and Exiting

After the report is produced, the Reports menu appears.
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Cost Variance Report
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Serialized History Report

Features

Use the Serialized History Report function on the Reports menu to list historical
transactions for serialized items.

Reports
A sample Serialized History Report is on page 7-26.
Screen Use

Screen Description

Serialized History Report  Use the Serialized History Report screen to select the items,
locations, product lines, lot numbers, and serial numbers
that you want in the report.
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Serialized History Report Screen
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Field Definitions

Field Name Description

Pick Enter the range of items, locations, product lines, lot numbers,
serial numbers, and invoice dates you want in the report.

Print By Select the option by which you want to organize the report.

Print address and phone If you want the report to include address and phone number

number detail? detail, entel; if not, entemN. You can enter Y only if
Accounts Payable/Purchase Order or Accounts Receivable/
Sales Order are interfaced with Inventory.

Print extra description?  If you want the report to include additional descriptions, enter
Y; if not, enteN. You can enter Y only if you elected to use
additional descriptions in the Resource Manager Options and
Interfaces function.
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Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Seled® to send the report to the screen.

End SelecE to change your selections or exit to the Reports menu.

Saving and Exiting

After the report is produced, the Reports menu appears.
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Serialized History Report
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Lot History Report

Features
The Lot History Report shows historical purchase and sales information for lotted
items.
Reports
A sample Lot History Report is on page 7-30.
Screen Use
Screen Description
Lot History Report Use the Lot History Report screen to select the items,
locations, product lines, and lot numbers that you want in
the report.
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Lot History Report Reports

Lot History Report Screen
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Field Definitions
Field Name Description
Pick Enter the range of items, locations, product lines, lot numbers,

and invoice dates you want in the report.

Include Entery for each selection you want to include in the report.
EnterN for each selection you want to exclude.
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Reports Lot History Report

Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Seled® to send the report to the screen.

End SelecE to change your selections or exit to the Reports menu.

Saving and Exiting

After the report is produced, the Reports menu appears.
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Reports

Lot History Report

Lot History Report
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Transaction History Report

Features

The Transaction History Report shows the history of transactions within a specified
time frame.

Reports
A sample Transaction History Report is on page 7-34.
Screen Use

Screen Description

Transaction History Report  Use the Transaction History Report screen to select the
items, locations, sources, and periods and years that you
want in the report.
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Transaction History Report Reports
Transaction History Report Screen
* EAG T =
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Field Definitions

Field Name

Pick

7-32

Description

Enter the range of items, locations, source applications, and
periods and years you want in the report.
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Reports Transaction History Report

Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Seled® to send the report to the screen.

End SelecE to change your selections or exit to the Reports menu.

Saving and Exiting

After the report is produced, the Reports menu appears.
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Reports

Transaction History Report

Transaction History Report
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Analysis Reports

Safety Stock Alert Report
Overstock Report

Slow/Fast Movement Report
Sales Analysis Report
Gross Profit Analysis Report
Trend Analysis Report
Movement Trending Report
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Safety Stock Alert Report

Features
Use the Safety Stock Alert Report function on the Analysis Reports menu to list
items that you need to restock. These items have fallen below the safety stock level
you specified (usually half the order point), including items that are on order or
backordered.

Reports
A sample Safety Stock Alert Report is on page 8-6.

Screen Use

Screen Description
Safety Stock Alert Report  Use the Safety Stock Alert Report screen to select the items,

locations, product lines, and user-defined fields that you
want in the report.
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Safety Stock Alert Report

Analysis Reports

Safety Stock Alert Report Screen
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Field Definitions

Field Name

Pick

Print By

Include Status

Print extra description?

Description

Enter the range of items, locations, product lines, and user-
defined fields you want in the report.

Select the option by which you want to organize the report.

Enter for each item status you want to include in the report.
EnterN for each status you want to exclude.

If you want the report to include additional descriptions, enter
Y; if not, enteN. You can enter Y only if you elected to use
additional descriptions in the Resource Manager Options and
Interfaces function.
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Analysis Reports Safety Stock Alert Report

Field Name Description

Print by location? If you want to separate the information by location, ¥nifer
not, entem.

Print item with zero If you want to include items with a quantity of zero in the

safety stock? Safety Stock field in the Item Locations function, entgif
not, entem.

Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Selec® to send the report to the screen.

End Seleck to change your selections or exit to the Analysis

Reports menu.

Saving and Exiting

After the report is produced, the Analysis Reports menu appears.
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Analysis Reports

Safety Stock Alert Report

Safety Stock Alert Report
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Overstock Report

Features
Use the Overstock Report function on the Analysis Reports menu to list items

whose in-stock quantities are above the order points you specified (on-hand value
is greater than the maximum on-hand value).

Reports
A sample Overstock Report is on page 8-10.
Screen Use

Screen Description

Overstock Report Use the Overstock Report screen to select the items,
locations, product lines, and user-defined fields that you
want in the report.
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Overstock Report

Analysis Reports

Overstock Report Screen
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Field Definitions

Field Name

Pick

Print By

Include Status

Print extra description?

Description

Enter the range of items, locations, product lines, and user-
defined fields you want in the report.

Select the option by which you want to organize the report.

Enter for each item status you want to include in the report.
EnterN for each status you want to exclude.

If you want the report to include additional descriptions, enter
Y; if not, enteN. You can enter Y only if you elected to use
additional descriptions in the Resource Manager Options and
Interfaces function.
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Field Name Description

Print by location? If you want to separate the information by location, ¥nifer
not, entem.

Print items with zero If you want to include items with a quantity of zero in the

max. on hand? Maximum Quantity field in the Item Locations function, enter

Y; if not, enterN.

Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Selec® to send the report to the screen.

End Seleck to change your selections or exit to the Analysis

Reports menu.

Saving and Exiting

After the report is produced, the Analysis Reports menu appears.
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Analysis Reports

Overstock Report

Overstock Report
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Slow/Fast Movement Report

Features

Use the Slow/Fast Movement Report to analyze fast-moving and slow-moving
items. The report shows the profit, cost, volume, and sales of the inventory items

Reports

A sample Slow/Fast Movement Report is on page 8-14.

Screen Use

Screen Description
Slow/Fast Movement

Use the Slow/Fast Movement Report screen to select the
Report

items, locations, product lines, and user-defined fields that
you want in the report.
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Slow/Fast Movement Report

Analysis Reports

Slow/Fast Movement Report Screen

L USAL TR

- - Slow Feart Aovemsnt Repock -
Pick [cesm 13 Teom i0il Frimc fip
Theu 200 1. Snlax
CofaCida 1D FEom MWIOD] 2. FODCAN
Thru TEIOO0A i
Frodoct Lime From AFFLIABCE
ThEu ARTEPR.LIAL Friat Ofgeci
kpplisasion From BEELD TR 1. dmpewding
Thru BIE AFFL . [mpcaoding
Depai tm=nl FEom FULLDIRK 1
Thru IRTERTOFE
Felnt Fac Peciod Teart 07 LD
Feint Ixtcs [wacciptian? Wi
Feink Teipill TES
Juppresa Iero Y. Itemal WO
Thetpuk derice [PFirizzec p|E)evizw b ile (Shcresn (E]zd
Field Definitions
Field Name Description
Pick Enter the range of items, locations, product lines, and user-
defined fields you want in the report.
Print By Select the option by which you want to organize the report.
Print Order Select the order that you want the information to be in:

Print For Period/Year

8-12

ascending or descending.

Accept the displayed period and year, or enter a different
period and year.
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Field Name Description

Print extra description?  If you want the report to include additional descriptions, enter
Y; if not, enteN. You can enter Y only if you elected to use
additional descriptions in the Resource Manager Options and
Interfaces function.

Print detail? If you want to list the totals for the items and the grand total,
enterY. If you want to list only the grand total, endér
Suppress zero qty. To exclude items with a quantity of zero in the PTD and YTD
items? Quantity columns in the report, en¥rto include them, enter
N.

Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Selec® to send the report to the screen.

End Seleck to change your selections or exit to the Analysis

Reports menu.

Saving and Exiting

After the report is produced, the Analysis Reports menu appears.
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Slow/Fast Movement Report

Slow/Fast Movement Report
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Sales Analysis Report

Features

The Sales Analysis Report summarizes the year-to-date and month-to-date history
of stock items. You can use it to analyze the turnaround time for each stock item
during the fiscal year.

Reports
A sample Sales Analysis Report is on page 8-19.
Screen Use
Screen Description
Sales Analysis Report Use the Sales Analysis Report screen to select the items,

locations, product lines, and user-defined fields that you
want in the report.
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Sales Analysis Report Screen

© ISAL TDa

PFick Tces ] T'r o
Thru

Localtica LD TEom

Thru

Frodoct Lirm Foom

ThEi

kpplicasion Fros

Thru

Depat tesnl FEom

PFrint for psrtoddysac: O77 1900

Calculace Turma 4m Of; O7/04 L

duppress IE00 CUARNCITY [rems kel

- Suler iomlyriz Bmport — -

1040 Fraimz By
200 1. Volums
man i LDST
THO0 1. Amisa
AFPLTANCT 4. Profaz
HATERIAL 1
FULLD TR
RIE AFFL Fraioc Ordac
FULILD IR 1. Blowesk LS Fastest
IRTERTAOF i. Fastean o 8 Lowssr
Frims 1
1. Rortk-co-Dece
1. Tear=to=Date
1. BoTh
i

Jwtpuk davice

[(Firizzec p|F) eview M ile (Shcrmen (E|zd

Field Definitions

Field Name

Pick
Print For Period/Year
Calculate Turns As Of

Print By

Print Order

8-16

Description

Enter the range of items, locations, product lines, and user-
defined fields you want in the report.

Accept the displayed period and year, or enter a different
period and year.

The date that indicates where the calculation of turns starts is
displayed.

Select the option by which you want to organize the report.

Select the order you want the information to be in: slowest to
fastest or fastest to slowest.
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Analysis Reports Sales Analysis Report

Field Name Description

Print Select the option that specifies the amount of history you want
in the report.

Suppress zero quantity To exclude items with a quantity of zero, enteto include
items? them, enteN.

Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Seled® to send the report to the screen.

End Seleck to change your selections or exit to the Analysis

Reports menu.

Saving and Exiting

After the report is produced, the Analysis Reports menu appears.
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Gross Profit Analysis Report

Features

The Gross Profit Analysis Report shows the gross profit margin on items for a
particular period.

Reports

A sample Gross Profit Analysis Report is on page 8-23.

Screen Use

Screen Description

Gross Profit Analysis

Use the Gross Profit Analysis Report screen to select the
Report

items, locations, product lines, user-defined fields, percent
of profit, and periods and years that you want in the report.

Inventory User’s Manual 8-19



Gross Profit Analysis Report

Analysis Reports

Gross Profit Analysis Report Screen
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Field Definitions

8-20

Field Name

Pick

Print By

Print Order

Print by location?

Description

Enter the range of items, locations, product lines, user-defined
fields, percentages of profit, and periods and years you want in
the report.

Select the option by which you want to organize the report.

Select the order that you want the information to be in: GPM
or reverse GPM.

If you want to separate the information by location, ¥nier
not, entem.
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Analysis Reports

Gross Profit Analysis Report

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the report to a printer.
Select to send the report to a file.
Seled® to send the report to the screen.

Seleck to change your selections or exit to the Analysis
Reports menu.

After the report is produced, the Analysis Reports menu appears.
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Gross Profit Analysis Report

Gross Profit Analysis Report
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Trend Analysis Report

Features

The Trend Analysis Report shows the quantity of items sold during a particular
period. Use it to analyze trends in your inventory items.

Reports
A sample Trend Analysis Report is on page 8-27.
Screen Use
Screen Description
Trend Analysis Report Use the Trend Analysis Report screen to select the items,

locations, product lines, and periods and years that you
want in the report.
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Analysis Reports

Trend Analysis Report Screen
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Field Definitions

Field Name

Pick
Print

Print detail?

8-24

Description

Enter the range of items, locations, product lines, and periods
and years you want in the report.

Select the types of transactions you want in the report:
purchases or sales.

If you want to list the totals for the items and the grand total,
enterY. If you want to list only the grand total, endér
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Trend Analysis Report

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the report to a printer.
Select to send the report to a file.
Seled® to send the report to the screen.

Seleck to change your selections or exit to the Analysis
Reports menu.

After the report is produced, the Analysis Reports menu appears.
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Trend Analysis Report

Trend Analysis Report
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Movement Trending Report

Features

Use the Movement Trending Report function on the Analysis Reports menu to
produce a summary of inventory item movement.

Reports

A sample Movement Trending Report is on page 8-30.

Screen Use

Screen Description

Movement Trending

Use the Movement Trending Report screen to select the
Report

range of items and locations you want in the report; how
you want the number of items rounded; and whether you

want to include purchases, sales, or other inventory
information.

Inventory User’s Manual 8-27



Movement Trending Report Analysis Reports

Movement Trending Report Screen
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Field Definitions
Field Name Description
Pick Enter the range of item IDs, location IDs, product lines, and

user-defined fields you want in the report.
Print By Select the option by which you want to organize the report.

Round to Nearest Seletto round quantities to the nearest ten thous2il,
round to the nearest thousaBdp round to the nearest
hundred4 to round to the nearest ten,%to round to the
nearest whole number.

Print EnterY or N at each prompt to indicate whether or not you
want to include it in the report.
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Movement Trending Report

Field Name

Ending Period

Print by location?

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

Enter the period number and year you want to use as the
cutoff.

EnteY or N to indicate whether or not you want the locations
to appear in ascending order.

Description

SelecP to send the report to a printer.
Select to send the report to a file.
Seled® to send the report to the screen.

Seleck to change your selections or exit to the Analysis
Reports menu.

After the report is produced, the Analysis Reports menu appears.
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Movement Trending Report

Movement Trending Report
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Periodic Process

Item Price Change

Cost Changes

Quantity Cross Verification
Year-End Maintenance
Purge Selected Files
Rebuild Item Quantities
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Item Price Change

Features

Use the Item Price Change function on the Periodic Processing menu to change the
price of items.

Reports
A sample Item Price Change Log is on page 9-6.
Screen Use
Screen Description
Item Price Change Use the Item Price Change screen to change prices for
selected items, price IDs, locations, product lines, and user-
defined fields.
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Periodic Process

Item Price Change Screen
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Field Name Description
Pick Enter the range of items, prices, locations, product lines, and

Print audit log?

Print By

Adj Base

user-defined fields whose price information you want to
change.

If you want to print an audit log that shows the old and new
prices, entel; if not, enterN.

If you chose to print the audit log, select the option by which
you want to organize the log.

Enter the adjustment base for the item price change: base, list,
or minimum.
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Periodic Process Item Price Change

Field Name Description

Adj Type Enter% for a percentage adjustment; erfiéor a dollar
adjustment.

Adj Amount Enter the amount of the adjustment. For negative quantities,
use the minus symbol; enter positive quantities without a plus
sign.

Command Bar Definitions.

Command Description

Printer SelecP to send the log to a printer.

File SelectF to send the log to a file.

End Seleck to change your selections or exit to the Periodic

Processing menu.

Saving and Exiting

After the log is produced, the Periodic Processing menu appears.
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Item Price Change Log
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Cost Changes

Features
Use the Cost Changes function on the Periodic Processing menu to change standard
or base costs of items.
Reports
A sample Cost Changes Log is on page 9-10.
Screen Use
Screen Description
Cost Changes Use the Cost Changes screen to select an adjustment base

and to change the cost for selected items, locations, product
lines, and user-defined fields.
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Cost Changes Screen
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Field Definitions

Field Name

Adj Base

Pick

Print By
Cost Code

9-8

Description

EnteSif you want to use standard cost as the adjustment
base; enteB if you want to use base cost as the adjustment

base.

Enter the range of items, locations, product lines, and user-
defined fields whose cost information you want to change.

Select the option by which you want to organize the log.

This field appears if you selected standard cost as the

adjustment base.

Enter the range of cost codes you want in the log.
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Field Name Description

Adj Type Ente® to use a percentage adjustment; edteruse a dollar
adjustment.

Adj Amount Enter the amount of the adjustment. For negative quantities,
use the minus symbol; enter positive quantities without a plus
sign.

Command Bar Definitions

Command Description

Printer SelecP to send the log to a printer.

File Select to send the log to a file.

End Seleck to change your selections or exit to the Periodic

Processing menu.

Saving and Exiting

After the log is produced, the Periodic Processing menu appears.
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Quantity Cross Verification

Features

Use the Quantity Cross Verification function on the Periodic Processing menu to
verify that the quantity detail and the quantity totals for an item are the same.

If you have a multiuser system, make sure that no one else is using the INQLxxx

(Quantity Locations), INQTxxx (Quantity Totals), and INSNxxx (Serial Numbers)
files. Other users cannot access these files while you use this function.

Reports
A sample Quantity Cross Verification Log is on page 9-14.
Screen Use

Screen Description

Quantity Cross Use the Quantity Cross Verification screen to produce a log
Verification of discrepancies between the INQLxxx, INQTxxx, and
INSNxxx files.
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Periodic Process

Quantity Cross Verification Screen
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Field Definitions

Field Name

Have You

9-12

Description
EntelY orN to indicate whether or not you have backed up

your data files and made sure that no one else is using the
system. If you enter N, the Periodic Processing menu appears.
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Periodic Process Quantity Cross Verification

Command Bar Definitions

Command Description

Printer SelecP to send the log to a printer.

File Select to send the log to a file.

End Seleck to exit to the Periodic Processing menu without

producing the log.

Saving and Exiting

After the log is produced, the Periodic Processing menu appears.
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Year-End Maintenance

Features

Use the Year-End Maintenance function on the Periodic Processing menu for
maintenance tasks and to prepare for the next year.

Reports

A sample Year-End Maintenance Log is on page 9-18.

Screen Use

Screen Description

Year-End Maintenance Use the Year-End Maintenance screen to increment the

current fiscal year by 1 in the INPDxxx table. The year-to-
date totals in the INHSxxx (Summary History) file are reset
to begin accumulating data for the next year.
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Year-End Maintenance

Periodic Process

Year-End Maintenance Screen

Field Definitions
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Field Name Description
Have You EntelY orN to indicate whether or not you have backed up

Do you want to run
Quantity Cross
Verification?

your data files and made sure that no one else is using the
system. If you enter N, the Periodic Processing menu appears.

Note: You should also post the Inventory transactions and
COGS adjustments for the year in which you are performing
the maintenance before you use this function. You do not have
to post Inventory transactions that are for the next year.

EnterY or N to indicate whether or not you want to produce
the Quantity Cross Verification Log. If you enter N, the log is
printed without verifying that the quantities are the same in the
INQLxxx (Quantity Locations) and INQTxxx (Quantity

Totals) files.
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Periodic Process Year-End Maintenance

Command Bar Definitions

Command Description

Printer SelecP to send the log to a printer.

File Select to send the log to a file.

End Seleck to exit to the Periodic Processing menu without

producing the log.

Saving and Exiting

After the log is produced, the Periodic Processing menu appears.
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Year-End Maintenance Log

Yodey jopug

00 0000° 0000 0000 TO00AN 006

0QMIN  1S0QPIO Aguend meN  Auend pio JSQUWINN10T - Lo alway
LoealLBA SS01D Anuend) Nd 6t7-¢

afied fiddng siaping 666T/.0/80

Inventory User’s Manual

9-18



Purge Selected Files

Features
Use the Purge Selected Files function on the Periodic Processing menu to delete
information you no longer need from selected files.
Reports
No report is associated with this function.
Screen Use
Screen Description
Purge Selected Files Use the Purge Selected Files screen to delete the following

out-of-date information:

« serial numbers

* lot numbers

* bin numbers

« alternate items

* physical count information
» promotional pricing

* serial history

* lot history

* detail history

e summary history
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Purge Selected Files Periodic Process

Purge Selected Files Screen

Field Definitions

9-20
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Field Name Description
Have You EntelY orN to indicate whether or not you have backed up

your data files, printed all the reports, and made sure that no
one else is using the system. If you enter N, the Periodic
Processing menu appears.

Delete zero quantity lots Enter the sale date for zero-quantity lots where the deletion
with sale dates before? should stop. Zero-quantity lots before the date you enter will
be deleted.

Delete alternate items  Enter the end date for alternate numbers where the deletion
with end dates before? should stop. Alternate numbers with end dates before the date
you enter will be deleted.
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Periodic Process Purge Selected Files

Field Name Description

Delete promotional Enter the end date for the promotional pricing where the
pricing with end dates  deletion should stop. Promotional price IDs with end dates
before? before the date you enter will be deleted.

Delete bins with last Enter the end date for the physical count date where the
physical count date deletion should stop. Bins with physical count dates before the
before? date you enter will be deleted.

Delete serialized history This field appears if you keep serialized history.
and numbers with

o Enter the invoice date for serialized history and serial numbers
invoice dates before?

where the deletion should stop. Serialized history and serial
numbers with invoice dates before the date you enter will be
deleted.

Delete lot history with  Enter the invoice date for lot history where the deletion should
invoice dates before?  stop. Lot history before the date you enter will be deleted.

Delete detail history This field appears if you keep detail history.
with transaction dates

before? Enter the transaction date for detail history where the deletion

should stop. Detail history before the date you enter will be
deleted.

Delete summary history Enter the period/year for summary history where the deletion
dated before period/ should stop. Summary history before the date you enter will
year? be deleted.

Command Bar Definitions
This screen has no command bar.
Saving and Exiting

After the files are purged, the Periodic Processing menu appears.
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Rebuild Item Quantities

Features

Use the Rebuild Item Quantities function on the Periodic Processing menu to
update the Inventory system with on-order, committed, and in-use information
from Inventory or other applications that interface with Inventory.

Reports
A sample Rebuild Item Quantities Log is on page 9-26.
Screen Use
Screen Description
Rebuild Item Quantities Use the Rebuild Item Quantities screen to verify that you
have backed up your data files and that no one is using the
system.
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Rebuild Item Quantities

Periodic Process

Rebuild Item Quantities Screen
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Field Definitions
Field Name Description
Have You

Print adjustment log
only?

9-24

EntelY orN to indicate whether or not you have backed up
your data files and made sure that no one else is using the
system. If you enter N, the Periodic Processing menu appears.

If you want to print the adjustment log without updating
quantities, entey; if not, enterN.
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Periodic Process Rebuild Item Quantities

Command Bar Definitions

Command Description

Printer SelecP to send the log to a printer.

File SelectF to send the log to a file.

End SelecE to change your selections or exit to the Periodic

Processing menu.

Saving and Exiting

After the log is produced, the Periodic Processing menu appears.
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Rebuild Item Quantities

Rebuild Item Quantities Log
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Physical Inventory 10

Physical Inventory Selection 10-3

Freeze Quantities 10-7

Print Physical Inventory Tags 10-11
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Physical Counts Tag Entry 10-19
Physical Counts Worksheet Entry 10-27
Batch List 10-33
Update Perpetual Inventory 10-49
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Variance Report 10-41
Physical Count Valuation Report 10-45
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Physical Inventory Selection

Features

Use the Physical Inventory Selection function on the Physical Inventory menu to
identify a batch ID and select the data you want to include in the batch.

Reports

To produce a list of the data included in the batch ID, use the Batch List function
on the Physical Inventory menu.

Screen Use

Screen Description

Physical Inventory

Use the Physical Inventory Selection screen to enter a batch
Selection

ID and then select the locations, items, bins, product lines,
and user-defined fields you want to include in the batch ID.
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Physical Inventory Selection

Physical Inventory

Physical Inventory Selection Screen
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Field Name Description
Batch ID Enter the ID of the batch you want to use to group items
together for the physical count.
Description Enter the description of the batch ID.
Count Date Enter the date the physical count will be taken.
GL Period Enter the period you want to post to.
Location ID Enter the range of locations you want to include in the batch.
Item ID Enter the range of items you want to include in the batch.
Bin Number Enter the range of bins you want to include in the batch.
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Physical Inventory

Physical Inventory Selection

Field Name

Product Line

User-Defined Fields 1/2

Use tag numbers?

Display frozen

guantities?

Enter exceptions only?

Default frozen
quantities?

Print items with zero
guantities?

Freeze quantities?

Command Bar Definitions

Description

Enter the range of product lines you want to include in the
batch.

Enter the range of user-defined fields you want to include in
the batch.

If you want to print tags and use tag numbers in the Physical
Counts Tag Entry function, ent¥r if not, enter.

If you want frozen quantities to be displayed when you enter
counts, enteY; if not, enterN.

If you want the counted quantity to be equal to the frozen
quantity (so that only physical discrepancies must be entered),
enterY; if not, entem.

If you want your frozen and counted quantities to be equal and
you want your frozen quantities to be displayed, evitéfr

not, enteiN. If you enter N, you must enter counted quantities
for each item.

If you want to print items with a quantity of zero on tags or
worksheets, entef; if not, enterN.

If you are ready for a physical count (all adjustments have
been made) and want to freeze your on-hand quantities, enter
Y; if not, enterN.

This screen has no command bar.

Saving and Exiting

To save your entries and exit to the Physical Inventory menu, uBedbeed
(PgDn) command. To exit to the Physical Inventory menu without saving your
entries, use thExit (F7) command.
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Freeze Quantities

Features

Use the Freeze Quantities function on the Physical Inventory menu to freeze the
on-hand quantities of your items during the physical count.

If you chose to freeze quantities in the Physical Inventory Selection function, you
do not need to use this function.

Reports

No report is associated with this function.

Screen Use

Screen Description

Freeze Quantities Use the Freeze Quantities screen to select the batch ID
whose quantities you want to freeze.

For a description of the display-only fields on this screen,
see the Physical Inventory Selection function.
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Freeze Quantities Screen
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Field Definitions
Field Name Description
Batch ID Enter the ID of the batch you want to freeze quantities for.

Note: You must enter a batch ID that is on file. (Batches are
entered in the Physical Inventory Selection function.)

If you are ready for a physical count (all adjustments have
been made) and want to freeze your on-hand quantities, enter
Y; if not, enterN.

Freeze quantities?
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Physical Inventory Freeze Quantities

Command Bar Definitions
This screen has no command bar.
Saving and Exiting

To save your entries and exit to the Physical Inventory menu, uBedbeed
(PgDn) command. To exit to the Physical Inventory menu without saving your
entries, use thExit (F7) command.
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Print Physical Inventory Tags

Features

Use the Print Physical Inventory Tags function on the Physical Inventory menu to
print a tag for each item/location, bin number, lot, and serial number in the physical

count.
Reports
A sample Physical Inventory Tag is on page 10-14.
Screen Use

Screen Description
Print Physical Inventory  Use the Print Physical Inventory Tags screen to assign tag
Tags

numbers and to select the order you want to organize the
tags.
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Physical Inventory

Print Physical Inventory Tags Screen
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Field Definitions

10-12

Field Name
Batch ID
Print By

Select

Description
Enter the ID of the batch you want to work with.
Select the option by which you want to organize the list.

Select the type of items you want in the list.

Print frozen quantities?  If you have frozen your inventory quantities and you want to

Use tag numbers?

print them on the tags, entér if not, enterN.

If you chose to use tag numbers in the Physical Inventory
Selection function, YES is displayed. If you did not choose to
use tag numbers in the Physical Inventory Selection screen,
you can do so how.
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Field Name Description

Starting Tag Number Enter the number of the first tag for the physical count.

If restart, last good tag If you are reprinting tag numbers, enter the number of the last
number tag number assigned.

Command Bar Definitions

Command Description

Printer SelecP to send the list to a printer.

File SelectF to send the list to a file.

End Seleck to change your selections or exit to the Physical

Inventory menu.

Saving and Exiting

Before the tags are produced, the mesbément Tags Nowappears. Insert the tag
forms into the printer and preEsiter when you are ready to print. The messiage
the form aligned? appears. If the form is aligned, en¥rif not, enteN and
realign the paper.

After the list is produced, the Physical Inventory menu appears.

Inventory User’'s Manual 10-13



Print Physical Inventory Tags Physical Inventory

Physical Inventory Tags
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Print Physical Inventory Worksheets

Features

Use the Print Physical Inventory Worksheets function on the Physical Inventory
menu to print worksheets, which can be used to record a physical count of your

inventory.
Reports

A sample Physical Inventory Worksheet is on page 10-18.
Screen Use

Screen Description

Print Physical Inventory  Use the Print Physical Inventory Worksheets screen to
Worksheets select the information you want on the worksheets.
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Physical Inventory

Print Physical Inventory Worksheets Screen
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Field Definitions
Field Name Description
Batch ID Enter the ID of the batch you want to work with.
Print By Select the option by which you want to organize the
worksheets.
Select Select the type of items you want on the worksheets.

Print frozen quantities?

10-16

If you have frozen your inventory quantities and you want to
print them on the worksheets, enYerif not, entemN.
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Physical Inventory Print Physical Inventory Worksheets

Field Name Description
Page break on If you chose to print the batch by location or product line and
worksheets? you want a page break between locations or product lines,

enterY; if not, enterN.

If you chose to print by bin number, you cannot insert page
breaks.

Command Bar Definitions

Command Description

Printer SelecP to send the worksheets to a printer.
File SelectF to send the worksheets to a file.
End

Seleck to change your selections or exit to the Physical
Inventory menu.

Saving and Exiting

After the worksheets are produced, the Physical Inventory menu appears.
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Print Physical Inventory Worksheets

Physical Inventory Worksheets
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Physical Counts Tag Entry

Features
Use the Physical Counts Tag Entry function on the Physical Inventory menu to
enter physical counts using tag numbers.
Before you use this function, you must use the Print Physical Inventory Tags
function.
Reports
To produce a list of the information entered in the Physical Counts Tag Entry
function, use the Physical Count List function on the Physical Inventory menu.
Screen Use

Screen Description

Physical Counts Tag Entry  Use the Physical Counts Tag Entry screen to enter the
physical count for each tag number.

Append/Edit Tags window  Use the Append/Edit Tags window to add or change
information about the tag: item, location, bin number, unit
of measure, counted quantity, and lot and serial numbers.

Enter Exceptions window  Use the Enter Exceptions window if you elected to enter
exceptions only in the Physical Inventory Selection
function. In this window you can enter only physical
discrepancies that arise when the frozen and actual
quantities are compared.
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Physical Counts Tag Entry Screen
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Entec = mdikt, sxCeptices, Append; Batch
| TR vecic B
Field Name Description
Batch Enter the ID of the batch you want to work with.
Tag No The preassigned tag numbers in the batch are displayed.

Loc ID, Bin ID, Item ID, The location ID, bin ID, item ID, and lot /serial numbers in the
Lot/Serial Number physical count are displayed. If you are entering exceptions
only, these fields are blank.

The order that information is displayed depends on the
selection you made.

Frozen Qty If you elected to show frozen quantities in the Physical
Inventory Selection function, the system’s quantity is
displayed.
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Field Name Description
Counted Qty The counted quantity for the item is displayed.
Units The unit of measure for the item is displayed.

Command Bar Definitions

Command Description

Enter = edit Move the prompt (>) to the line you want to edit and press
Enter. The Edit Tags window appears.

Exceptions Pres§ to go to the Enter Exceptions window and enter
discrepancies in quantities.

Append Presa to add tag numbers. The Append Tags window
appears.
Batch Pres8 to go to the Batch field and enter a different batch ID.

Saving and Exiting

To exit to the Physical Inventory menu, useHx# (F7) command.
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Append/Edit Tags Window
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Field Definitions

Field Name Description
Tag Number Enter the tag number for the batch.
Location Enter the location ID for the physical count.
Item ID Enter the item ID for the batch.
Bin No Enter the bin number for the item.

Unit of Measure
Counted Qty
Serial Number

Lot Number

10-22

Enter the unit of measure for the item.
Enter or change the counted quantity of the item.
Enter the serial number of the item.

Enter the lot number for the item.
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Command Bar Definitions

This window has no command bar.
Saving and Exiting

To exit to the Physical Counts Tag Entry screen, usBitheeed(PgDn)
command.
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Field Definitions

Field Name Description
Tag Number Enter or change the tag number for the batch.
Location The location ID for the physical count is displayed.
Item ID The item ID for the batch is displayed.
Bin No The bin number for the item is displayed.
Counted Qty Enter or change the counted quantity of the item.

Unit of Measure
Serial Number

Lot Number
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Enter or change the unit of measure for the item.
The serial number of the item is displayed.

The lot number for the item is displayed.
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Command Bar Definitions

This window has no command bar.
Saving and Exiting

To exit to the Physical Counts Tag Entry screen, usBitheeed(PgDn)
command.
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Physical Counts Worksheet Entry

Features
Use the Physical Counts Worksheet Entry function on the Physical Inventory menu
to enter physical counts using worksheets.
Before you use this function, you should use the Print Physical Inventory
Worksheets function.
Reports
To produce a list of the information entered in the Physical Counts Worksheet
Entry function, use the Physical Count List function on the Physical Inventory
menu.
Screen Use
Screen Description
Physical Counts Use the Physical Counts Worksheet Entry screen to enter
Worksheet Entry the physical count for each worksheet.
Append/Edit Physical Use the Append/Edit Physical Count window to add or
Count window change information about the worksheet: item, location, bin
number, unit of measure, counted quantity, and lot and
serial numbers.
Selected Sort window Use the Selected Sort window to select how you want the

information to be displayed.

Option 2 (Location/Product/ltem/Bin) is used throughout
this function .

Inventory User’s Manual 10-27



Physical Counts Worksheet Entry
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Physical Counts Worksheet Entry Screen
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Field Definitions
Field Name Description
Batch Enter the ID of the batch you want to work with.
Location ID The ID of the location you are working with is displayed.

Item ID, Bin ID, Product The item ID, bin ID, product line, tag number (if you are using

Line, Tag No., Lot

tags), and lot and serial numbers in the physical count are

Number, Serial Number displayed. If you are entering exceptions only, these fields are

10-28

blank.

The order that information is displayed depends on the
selection you made.
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Physical Counts Worksheet Entry

Field Name

Frozen Qty

Counted Qty

Units

Command Bar Definitions

Command

Enter = edit

Location

Append

Saving and Exiting

Description

If you elected to show frozen quantities in the Physical
Inventory Selection function, the system’s quantity is
displayed.

The counted quantity for the item is displayed.

The unit of measure for the item is displayed.

Description

Move the prompt (>) to the line you want to edit and press
Enter. The Edit Physical Count window appears.

Pres®© to go the Location ID field and change the location.

Presa to add tag numbers. The Append Physical Count

window appears.

To exit to the Physical Inventory menu, usefxé& (F7) command.
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Physical Inventory

Append/Edit Physical Count Window
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Field Definitions

10-30

Field Name

Location

Item ID

Bin No

Unit of Measure
Tag Number
Counted Qty
Serial Number

Lot Number

Description

Enter the location ID for the physical count.

Enter the item ID for the batch.

Enter the bin number for the item.

Enter the unit of measure for the item.

Enter the tag number for the batch.

Enter or change the counted quantity of the item.

Enter the serial number of the item.

Enter the lot number for the item.
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Command Bar Definitions

This window has no command bar.
Saving and Exiting

To exit to the Physical Counts Worksheet Entry screen, userdlceed(PgDn)
command.
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Selected Sort Window
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Field Definitions

Field Name Description
Selected Sort Select how you want the information to be displayed.

Command Bar Definitions
This window has no command bar.
Saving and Exiting

After you make your selection, the Physical Counts Worksheet Entry screen
appears.
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Batch List

Features

The Batch List shows the status of each batch in the physical inventory process and
the selection criteria entered in the Physical Inventory Selection function.

Reports
A sample Batch List is on page 10-36.
Screen Use
Screen Description
Batch List Use the Batch List screen to enter the batch IDs whose

information you want to view.
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Batch List Screen
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Field Definitions
Field Name Description
Enter batches to print Enter the IDs of the batches you want in the list.

Print selection criteria?  If you want the location IDs, item IDs, bin numbers, product
lines, and user-defined fields for the batch in the list, efiter
if not, enterN.

Print selection toggles?  If you want the selection toggles for using tag numbers,
displaying frozen quantities, and defaulting counted quantities
in the list, entel; if not, enter.
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Command Bar Definitions

Command Description

Printer SelecP to send the list to a printer.

File Select to send the list to a file.

Screen SelecBto send the list to the screen.

End Seleck to change your selections or exit to the Physical

Inventory menu.

Saving and Exiting

After the list is produced, the Physical Inventory menu appears.
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Physical Count List

Features

After you enter physical counts, produce a list of quantities from selected batches
so that you can verify that the correct quantities were entered.

Reports
A sample Physical Count List is on page 10-40. An asterisk (*) indicates that there
is a gap in the tag number sequence or that a tag number is missing.
Screen Use
Screen Description
Physical Count List Use the Physical Count List screen to enter batches whose

guantities you want to view.
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Physical Inventory

Physical Count List Screen
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Field Definitions

Field Name

Batch ID

Print By

Print exceptions only?

Print lot/serial numbers?

Print missing entries

only?

10-38

Description

Enter the IDs of the batches you want in the list.
Select the option by which you want to organize the list.

If you want to list only exceptions for the batches,¥nter
otherwise, enteN.

If you want to list lot and serial numbers for each item, enter
Y; if not, enterN.

If you want to print a list of items that have not been entered
through tags or worksheets, enteiif not, enterN.
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Command Bar Definitions

Command Description

Printer SelecP to send the list to a printer.

File Select to send the list to a file.

Screen SelecBto send the list to the screen.

End Seleck to change your selections or exit to the Physical

Inventory menu.

Saving and Exiting

After the list is produced, the Physical Inventory menu appears.
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Variance Report

Features
After you enter and verify the physical count of your inventory, produce the
Variance Report. It shows the difference between the counts you entered and the
frozen quantities in the system.

You must print the Variance Report before you use the Update Perpetual Inventory

function.
Reports
A sample Variance Report is on page 10-44.
Screen Use
Screen Description
Variance Report Use the Variance Report screen to enter the batches that you

want in the report.
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Variance Report Screen
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Field Definitions
Field Name Description
Enter batches to print Enter the IDs of the batches you want in the report.
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Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Selecs to send the report to the screen.

End Seleck to change your selections or exit to the Physical

Inventory menu.

Saving and Exiting

After the report is produced, the Physical Inventory menu appears.
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Physical Count Valuation Report

Features

Use the Physical Count Valuation Report function on the Physical Inventory menu
to produce a list of your inventory items and their quantities and values in dollars.

Reports

A sample Physical Count Valuation Report is on page 10-48.

Screen Use

Screen Description

Physical Count Valuation Use the Physical Count Valuation Report screen to select
Report the batches you want in the report.
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Physical Count Valuation Report Screen
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Field Definitions

Field Name Description

Enter Batches To Print Enter the batches you want in the report.
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Command Bar Definitions

Command Description

Printer SelecP to send the report to a printer.

File Select to send the report to a file.

Screen Seled® to send the report to the screen.

End Seleck to change your selections or exit to the Physical

Inventory menu.

Saving and Exiting

After the report is produced, the Physical Inventory menu appears.
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Update Perpetual Inventory

Features

Use the Update Perpetual Inventory function after you complete and verify other
Physical Inventory functions to update quantities for the items selected in each

batch.
Reports
A sample Update Perpetual Inventory Log is on page 10-52.
Screen Use
Screen Description
Update Perpetual Use the Update Perpetual Inventory screen to enter the
Inventory batches you want to update to the general ledger.

Inventory User’s Manual 10-49



Update Perpetual Inventory
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Update Perpetual Inventory Screen
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Field Definitions

10-50

Field Name

Have you backed up
your data files?

Have you completed
entering physical
inventory for the
batches?

Enter batches to update

Description

EnterY or N to indicate whether or not you have backed up
your data files. If you enter N, the Physical Inventory menu
appears.

EnterY or N to indicate whether or not you have completed
entering physical counts for the batch. If you enter N, the
Physical Inventory menu appears.

Note: You must also produce the Variance Report before you
update your perpetual inventory. You cannot reconstruct this
report after you post.

Enter the batches whose quantities you want to update.
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Field Name Description

Post variance amount to If Inventory is not interfaced with General Led@érs
General Ledger? displayed. If Inventory is interfaced with General Ledger and
you want to post directly, ent¥t if not, entem.

Post to General Ledger  Entkto post the current year’s files to General Ledg& or
to post last year's files to General Ledger.

Command Bar Definitions

Command Description

Printer SelecP to send the log to a printer.

File Select to send the log to a file.

End Seleck to change your selections or exit to the Physical

Inventory menu.

Saving and Exiting

After the log is produced, the Physical Inventory menu appears.
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ltems 11-3

ltem Locations 11-17
Locations 11-51
Price Structures 11-55
Promotional Pricing 11-59
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ltems

Features
Use the Items function on the File Maintenance menu to enter and maintain your
inventory items at the item level.

Reports
To produce a list of the information entered on the Items screen, use the Item Detail
List function on the Master File Lists menu.

Screen Use
Screen Description
Items Use the Items screen to enter an item ID and a description and

to select the information you want to enter or change: General
Information, Units of Measure, Alternate Items, and ltem

Locations.
Items - General Use the General Information screen to enter or change general
Information information about the item, default values, and user-defined
fields.

Items - Units of Measure Use the Units of Measure screen to set up or maintain an
unlimited number of alternate units of measure for an item.

Items - Alternate Items Use the Alternate Items screen to set up and maintain
alternate, customer, superseded, bar code, and vendor part
numbers for an item.

Items - Locations Use the Locations screen to enter the item whose location
information you want to add or change.

You can get to the Locations screen from the Items function or
from the Item Locations function. The field descriptions are in
the Item Locations function.
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Items

File Maintenance

11-4

Screen

Append Location
window

Additional Descriptions
window

Description

Use the Append Location window to copy information from
an existing item record.

The Additional Descriptions window appears if you elected to
use additional descriptions in the Options and Interfaces
function in Resource Manager. Use it to enter additional
information about an item.
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Items Screen
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Field Definitions
Field Name Description
Item ID Enter the ID of the item whose information you want to add or
change.
Copy From This field appears if you entered a new item ID. Enter the ID
of the item whose information you want to copy
Description Enter a description of the item. If you elected to use additional
descriptions in the Resource Manager Options and Interfaces
function, the Additional Descriptions window appears.
Do You Want to EnterY for each screen you want to work on; eiNdor each
Maintain screen you do not want to work on.

Inventory User's Manual

If you are adding new items, you must enter general
information.
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Items File Maintenance

Command Bar Definitions

This screen has no command bar.
Saving and Exiting

When you save your entrieBdDn), the first screen you selected from the Items
menu appears. To exit to the File Maintenance menu, ugxith@~7) command.
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Items

Iltems - General Information Screen
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Field Definitions

Field Name

Item ID
Description

Status

ltem Type

Inventory User's Manual

Description

The ID of the item you are working with is displayed.

The description of the item you are working with is displayed.
Enter or change the status of the item:

Active

Discontinued

Superseded

Obsolete

Ented if the item is nonserialize@, if the item is serialized,
or 3 if the item is a service.
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File Maintenance

Field Name

Kitted ltem?

Track Lots?

Auto Reorder?

Base UOM

Sales Category
Product Line
Item Price ID
Tax Class

Item Weight

User-Defined Fields

Command Bar Definitions

Description
If the item can be used as a kit, e¥itef not, enterN.
If you are working with a service item, this field is skipped.

If you want to track lots for the item, enteif not, enter.

If you are working with a service item or a kitted item, this
field is skipped.

If you want the item to be in the Reorder Report whenever the
reorder level is reached, en¥rif not, enteN.

If you are working with a service item or a kitted item, this
field is skipped.

Enter or change the base unit of measure at which the item is
most often sold or picked from stock.

Enter or change the sales category for the item.
Enter or change the product line for the item.
Enter or change the item price ID for the item.
Enter or change the tax class the item belongs to.
Enter or change the weight of the item.

Enter or change the user-defined fields for the item.

This screen has no command bar.

Saving and Exiting

When you save your entries and exit from the General Information sétgBn)(
the next screen you selected from the Iltems menu appears. If you did not select

another screen, the F
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ile Maintenance menu appears.
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Iltems - Units of Measure Screen
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Field Definitions
Field Name Description
Item ID The ID of the item you are working with is displayed.
Description The description of the item you are working with is displayed.
Units

The base unit of measure you entered on the General
Information screen is displayed.

Conversion Factor The conversion factor tells the system what portion of the base
unit the alternate unit is. Enter the conversion factor for the
base unit of measure.
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File Maintenance

Field Name

%lI$

Penalty

Default

Command Bar Definitions

Command

Enter = edit

Append

Base unit defaults

Next screen

Previous screen

Saving and Exiting

Description

The penalty factor determines the price when fractional parts
of a unit are sold. A penalty expressed as a percentage applies
to the fractional part of the units sold, resulting in a unit
penalty for fractional quantities sold. A penalty expressed as a
dollar amount applies to the inventory item, regardless of the

quantity sold, resulting in a penalty per sale rather than per
unit.

To charge a percentage that applies to the fraction of the units
sold, ente®6. To charge a dollar amount that applies to the
entire sale, entes$.

Enter the percentage or dollar amount of the penalty.

The default unit of measure is displayed.

Description

Move the prompt (>) to the line you want to edit and press
Enter.

Pres# to add a unit of measure to the list.

Pre8sto go to theDefault field and edit the default unit of
measure set up on the General Information screen.

Pregdé¢ to go to the next screen you selected or to return to the
Items screen if the Units of Measure screen is the last screen
you selected.

PreBgo go to the previous screen or to return to the Items
screen if the Units of Measure screen is the first screen you
selected.

To save the information and go to the next or previous screenNped3
respectively. To exit to the File Maintenance menu, us&xite(F7) command.
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Items

Items - Alternate Items Screen
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Field Definitions
Field Name Description
Item ID The ID of the item you are working with is displayed.
Description The description of the item you are working with is displayed.
Alternate Type Enter the type of alternate you want to use:
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alias

Alternate part number
Customer part number
Superseded part number
Bar code

Vendor part number
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File Maintenance

Field Name

Src ID

Alternate Item ID
Start Date

End Date

Command Bar Definitions

Command

Enter = edit

Append

Next screen

Previous screen

Saving and Exiting

Description

If you selected a customer alternate, enter a customer ID; if
you selected a vendor alternate, enter a vendor ID.

Enter or change the ID for the alternate item you selected.
Enter the date you will begin using the alternate item.

Enter the date you will stop using the alternate item. To set the
end date for an indefinite amount of time, leave this field
blank.

Description

Move the prompt (>) to the line you want to edit and press
Enter.

Pres#é to add an alternate item to the list.

Predé to go to the next screen you selected or to return to the
Items screen if the Alternate Items screen is the last screen you
selected.

PreBgo go to the previous screen or to return to the ltems
screen if the Alternate Items screen is the first screen you
selected.

To save the information and go to the next or previous screenNped3
respectively. To exit to the File Maintenance menu, us&xite(F7) command.
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Items - Locations Screen
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For information about this screen, see the Item Locations function.
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File Maintenance

Append Location Window
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Field Definitions
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Field Name Description
Loc ID Accept the displayed location ID, or enter a different location
ID.
Copy From The item ID you entered at the Copy From prompt is
displayed.
Description The description of the item whose information you want to

copy is displayed.

Do You Want to Copy EnteY or N for each option to indicate whether or not you

want to copy the information from the item record.
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Command Bar Definitions

This window has no command bar.
Saving and Exiting

To save your entries and exit to the Items screen, userdeeed(PgDn)
command.
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Additional Descriptions Window
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Field Definitions
Field Name Description

Additional Descriptions  Enter information about the item.

Command Bar Definitions

This window has no command bar.

Saving and Exiting

To save your entry and exit to the Items screen, [iets.
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ltem Locations

Features
Use the Item Locations function to add and maintain the following item-specific
information at the location level:
e general default information
e price information
¢ cost information
* vendor information
. bin information
¢ ot numbers
¢ serial numbers
Reports
To produce a list of the information entered on the Item Locations screen, use the
Item Locations List function on the Master File Lists menu.
Screen Use
Screen Description
Item Locations Use the Item Locations screen to enter the item whose

location information you want to add or change and to
select the information that you want to add or change.

Item Locations - Location Use the Location Information screen to enter or change
Information default information, inventory values, order quantities, GL
accounts, and item quantity information.

Item Locations - Price Use the Price Information screen to define item-specific
Information pricing for selected customer levels.
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Item Locations

File Maintenance

Screen

Item Locations - Cost
Information

Item Locations - Vendor
Information

Item Locations - Bin
Information

Item Locations - Lot
Information

Item Locations - Serial
Numbers

Append Location window

Edit Price Information
window

Edit Vendor Information
window

Edit Lot Information
window

Edit Serial Numbers
window

11-18

Description

Use the Cost Information screen to define item-specific
costs, EOQ overrides, standard cost makeup, and cost
detail.

Use the Vendor Information screen to set up vendors for the
item.

Use the Bin Information screen to enter bin locations for the
item.

Use the Lot Information screen to define lots for the item.

Use the Serial Numbers screen to define serial numbers for
the item.

Use the Append Location window to copy information from
an existing location record.

Use the Edit Price Information window to change pricing
information for the unit specified and to view quantity
breaks for the item.

Use the Edit Vendor Information window to update quantity
price break information and to change vendor purchase
order information.

Use the Edit Lot Information window to change quantity
and purchase information for the lot.

Use the Edit Serial Numbers window to update quantity and
purchase information for the serial number.
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Item Locations

Item Locations Scre
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Field Definitions
Field Name Description
Item ID Enter the ID of the item whose information you want to add or
change.
Description The description of the item is displayed.
Units Accept the displayed unit of measure, or enter a different unit.
Loc The location IDs for the item are displayed.
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If you delete a location record that contains inventory items,
you can no longer access those item location records. If you
accidentally delete a location that contains inventory items,
reenter the location, using the same ID. You can then access
the items again.
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Item Locations

File Maintenance

Field Name

On Hand

Committed

In Use

Available

On Order

Do You Want to
Maintain

Command Bar Definitions

Command

Enter = edit

Append
Item

Units

Saving and Exiting

Description

The number of units on hand at the location is displayed.

The number of units of the item customers have on order or
otherwise reserved is displayed.

The quantity being used is displayed.

The quantity available for sale (the on-hand quantity minus
the in-use and committed quantities) is displayed.

The quantity that is on order from vendors is displayed.

EnterY for each screen you want to work on; eiNdor each
screen you do not want to work on. Then see the appropriate
screens below.

Description

Move the prompt (>) to the location you want to edit and press
Enter. The cursor goes to the Do You Want to Maintain fields,
where you can select the screens you want to edit.

Pres# to add a location to the item.
Press to go to the Item ID field and enter a different item ID.

PresdJ to go to the Units field and enter a different unit of
measure.

When you save your entri@BgDn), the first screen you selected from the Item
Locations menu appears. To exit to the File Maintenance menu, USkitt{E7)

command.
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Item Locations

Item Locations - Location Information Screen
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Field Definitions
Field Name Description
Item ID The ID of the item you are working with is displayed.
Location The location you selected on the Item Locations screen is
displayed.
Description The description of the item is displayed.
Units The unit of measure you are working with is displayed.
Vendor ID Enter or change the vendor you usually buy the item from.
Bin Number Enter or change the bin number where the item is stored.
Price ID Enter or change the price ID for the item.
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File Maintenance

11-22

Field Name

Lead Time

Status

Forecast Type

Item Value

COGS Adjustment

Adjusted Value

Maximum Qty

Order Point Quantity

Order Point Status

Safety Stock Quantity

Description

Enter or change the number of days it usually takes the vendor
to ship the item to you.

Enter or change the status of the item at the location:
Active
Discontinued
Superseded

Obsolete
Enter the forecast type for the item.

The current value of the item (quantity x unit cost total) is
displayed.

The total amount of COGS adjustments that have been
calculated for the item is displayed.

The value of the item after the COGS adjustments have been
applied (current item value + COGS adjustment) is displayed.

Enter or change the maximum quantity you want to have on
hand at one time.

Enter or change the reorder point. When the number of units
in stock reaches this point, the item is listed in the Safety
Stock Alert Report.

If you changed the order point quantity, Eh{@nanual).

If the system calculates the order point, the order point status
is calculated

If you want to freeze the current order point quantity, efter

Enter or change the quantity you want to have as a safeguard
against the uncertainty of the order process.
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Field Name Description
Safety Stock Status If you changed the amount of the safety stockivienter
(manual).

If the system calculates the safety stock, the safety stock status
is calculated

If you want to freeze the current order point quantity, efter

EOQ Quantity Enter or change the most economic order quantity you usually
order from the vendor.

EOQ Status If you changed the EOQ amount, évitémanual).
If the system calculates EOQ, the EOQ statuslisulated

If you want to freeze the current EOQ quantity, eRter

Min Order Qty Enter or change the minimum quantity you want to order.
GL Account Code Enter or change the GL account code you want to use.
Sales The sales account code is displayed.

COGS The COGS account code is displayed.

Inventory The inventory account code is displayed.

wWIP The WIP account code is displayed.

Inventory Adjustment The inventory adjustment account code is displayed.

COGS Adjustment The COGS adjustment account code is displayed.
Purch Price Variance The purchase price variance account code is displayed.
Phys Count Variance The physical count variance account code is displayed.
Transfer Cost The transfer cost account code is displayed.

On Hand The quantity on hand at the location is displayed.
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Field Name Description
Committed Enter or change the number of units of the item on order for
customers or otherwise reserved.

If Inventory is interfaced with Sales Order, this field is
updated when you enter orders or a new sales order in the
Inventory Transactions function.

In Use Enter or change the quantity that has been invoiced but not
posted.

When you sell an item through Accounts Receivable or Sales
Order, the quantity that is sold is stored in this field until it is
posted.

Available The quantity available for sale (the on-hand quantity minus
the in-use and committed quantities) is displayed.

On Order Enter or change the quantity that is on order from the vendors.
Command Bar Definitions

This screen has no command bar.
Saving and Exiting

When you save your entrieBdDn), the next screen you selected from the Item
Locations menu appears. If you did not select another screen, the File Maintenance
menu appears.
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Item Locations - Price Information Screen
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Field Definitions

Field Name Description

Item ID The ID of the item you are working with is displayed.

Location The location you specified on the Item Locations screen is
displayed.

Description The description of the item is displayed.

Units The default unit of measure is displayed.

Average Price The average price for the item at the location is displayed.

Base Price The base price of the item at the location is displayed.

List Price The list price of the item at the location is displayed.
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File Maintenance

Field Name

Minimum Price

Cust Lvl

Description

Adj Base

%lI$

Adjustment

Promo?

11-26

Description

The minimum price of the item at the location is displayed.

Enter the customer level you want to associate with the
location.

The description of the customer level is displayed.

Enter the adjustment base for the customer level:

N no base: fixed dollar amount

S standard cost: cost of the item determine by

the component costs

base cost: fixed cost

average price: weighted average of selling prices
price: selling (base) price

list price: published price

minimum price: lowest selling price

OZr UT>»rw

calculated price: price at the time the price
break is calculated

If you want to use a percentage adjustment, éatef you
want to use a dollar adjustment, erfier

Enter the amount of the adjustment. For negative amounts, use
the minus symbol; enter positive quantities without a plus
sign.

If a promotional price is set up and should be applied to the
customer level, entéf; if not, enterN.
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Item Locations

Command Bar Definitions

Price Information

Command

Tab = Customer Levels

Enter = edit

Next screen

Previous screen

Customer Levels

Command

Tab = Price Info

Enter = edit

Append

Next screen

Previous screen

Saving and Exiting

Description

Pregab to go to the Customer Levels section of the screen.

Move the prompt (>) to the line you want to edit and press
Enter. The Edit Price Information window appears.

Pregd to go to the next screen you selected or to return to the
Item Locations screen if the Price Information screen is the
last screen you selected.

PreBgo go to the previous screen or to return to the Item
Locations screen if the Price Information screen is the first
screen you selected.

Description

PresEab to go to the Price Information section of the screen.

Move the prompt (>) to the line you want to edit and press
Enter.

Pres# to add a customer level to the list.

Pregé¢ to go to the next screen you selected or to return to the
Item Locations screen if the Price Information screen is the
last screen you selected.

PreBgo go to the previous screen or to return to the Item
Locations screen if the Price Information screen is the first
screen you selected.

To save the information and go to the next or previous screen,Nod3
respectively. T@xit to the File Maintenance menu, use Exé (F7) command.
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File Maintenance

Item Locations - Cost Information Screen
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Field Definitions
Field Name Description
Item ID The ID of the item you are working with is displayed.
Location The location you selected on the Item Locations screen is
displayed.
Description The description of the item is displayed.
Units The unit of measure you are working with is displayed.
Average Enter or change the weighted average cost of the item,
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regardless of the costing method you are using.
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Item Locations

Field Name

Last

Base

Carrying Cost Percent

Ordering Cost Amt

Code

Description
Cost
Standard Cost

Init Date

On Hand

Inventory User's Manual

Description
Enter or change the last price paid for each unit, regardless of
the costing method you are using.

If Accounts Payable/Purchase Order are interfaced with
Inventory, this field is updated.

Enter or change the cost of the unit.

If you entered a carrying cost percent in the Locations
function, it is displayed.

Enter the amount you want to override the carrying cost by.
When you override the carrying cost, you allow for an

increase or a decrease to the item’s carrying cost as a result of
abnormal conditions.

If you entered an ordering cost in the Locations function, it is
displayed.

Enter the amount you want to override the ordering cost by.
When you override the ordering cost, you allow for an

increase or a decrease to the item’s ordering cost as a result of
abnormal conditions.

If you are using the standard costing valuation method, enter
the standard cost codes.

The description of the standard cost code is displayed.
Enter or change the amount of the cost bucket.
The standard cost total (total of the costs entered) is displayed.

The first time the order was purchased is displayed.

The cost detail information is not available for serialized
items. The quantities are updated on the Serial Numbers
screen when items are purchased or sold.

The quantity of items in stock at the location is displayed.

If you elected to edit quantities in the Resource Manager
Options and Interfaces function, you can edit the quantity on
hand.
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Field Name

Unit Cost
Extended Cost
Lot Number
Total On Hand

Total Extended Cost

Command Bar Definitions

Standard Cost Makeup

Command

Tab = Cost Detail
Costs

Enter = edit

Append

Next screen

Previous screen
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Description

Enter the unit cost of the item.
The extended cost of the unit is displayed.
If lots are used, the lot number is displayed.
The total on-hand quantity of the unit is displayed.

The total of all the cost buckets is displayed.

Description

Pres&ab to go to the Cost Detail section of the screen.
Pres€ to go to the Costs section of the screen.

Move the prompt (>) to the standard cost bucket you want to
edit and presEnter.

Presa\ to add a standard cost makeup code.

Predé to go to the next screen you selected or to return to the
Item Locations screen if the Cost Information screen is the last
screen you selected.

PreBgo go to the previous screen or to return to the Item
Locations screen if the Cost Information screen is the first
screen you selected.
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Cost Detail

Command

Tab = Cost Makeup

Costs

Enter = edit

Append

Next screen

Previous screen

Saving and Exiting

Description

Pre3ab to go the Standard Cost Makeup section of the
screen.

Pres€ to go to the Costs section of the screen.

Move the prompt (>) to the cost detail you want to edit and
pressEnter.

Pres# to add a cost detail line.

Pregdé¢ to go to the next screen you selected or to return to the
Item Locations screen if the Cost Information screen is the last
screen you selected.

PreBgo go to the previous screen or to return to the Item
Locations screen if the Cost Information screen is the last
screen you selected.

To save the information and go to the next or previous screenNos%
respectively. To exit to the File Maintenance menu, us&fite(F7) command.
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[tem Locations - Vendor Information Screen
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Field Definitions
Field Name Description
Item ID The ID of the item you are working with is displayed.
Location The location you selected on the Item Locations screen is
displayed.
Description The description of the item is displayed.
Units The default unit of measure is displayed.
Vendor The vendors available for the item are displayed.

Vendor’s Part Number The number the vendor uses to identify the item is displayed.
This information is printed on the orders produced in Purchase
Order if you use additional descriptions in Purchase Order.
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Item Locations

Field Name

Lead

Quantity
Unit
Cost

Date

Command Bar Definitions

Command

Enter = edit

Append

Next screen

Previous screen

Saving and Exiting

Description

The number of days it usually takes the vendor to ship the item
to you is displayed.

The quantity last ordered from the vendor is displayed.
The unit last ordered from the vendor is displayed.
The last order cost from the vendor is displayed.

The date the last purchase was made from the vendor is
displayed.

Description

Move the prompt (>) to the line you want to edit and press
Enter. The Edit Vendor Information window appears.

Pres# to add a vendor to the item.

Predé to go to the next screen you selected or to return to the
Item Locations screen if the Vendor Information screen is the
last screen you selected.

PreBgo go to the previous screen or to return to the Item
Locations screen if the Vendor Information screen is the first
screen you selected.

To save the information and go to the next or previous screenNed3
respectively. To exit to the File Maintenance menu, us&xite(F7) command.
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Item Locations - Bin Information Screen
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Field Definitions
Field Name Description
Item ID The ID of the item you are working with is displayed.
Location The location you selected on the Item Locations screen is
displayed.
Description The description of the item is displayed.
Units The unit of measure you are working with is displayed.
Bin No If you entered a bin number on the Location Information
screen, it is displayed.
Tag Number If a tag number was assigned to the bin during the last physical
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count, it is displayed.
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Item Locations

Field Name

Date

Count Qty

Units

Batch

Command Bar Definitions

Command
Append

Next screen

Previous screen

Saving and Exiting

Description

The last date a physical count was taken is displayed.

The quantity counted during the last physical count is
displayed.

The unit of measure the last physical count was based on is
displayed.

The batch ID used in the last physical count is displayed.

Description

Pres# to add a bin number to the item.

Predé to go to the next screen you selected or to return to the
Item Locations screen if the Bin Information screen is the last
screen you selected.

PreBgo go to the previous screen or to return to the Item
Locations screen if the Bin Information screen is the first
screen you selected.

To save the information and go to the next or previous screenNped3
respectively. To exit to the File Maintenance menu, us&xite(F7) command.
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ltem Locations - Lot Information Screen
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Field Definitions
Field Name Description
Item ID The ID of the item you are working with is displayed.
Location The location you selected on the Item Locations screen is
displayed.
Description The description of the item is displayed.
Units The unit of measure you are working with is displayed.
Lot Number The lot numbers of the item are displayed.
Available The quantity available is displayed.
Avg Unit Cost The average unit cost of the lot is displayed.
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Field Name Description

Expires The expiration date of the lot is displayed.

Vendor The vendor of the lot is displayed.

Status The status of the lot is displayed: available, sold, or expired.

Command Bar Definitions

Command Description

Enter = edit Move the prompt (>) to the line you want edit and press
Enter.

Append Presé to add a lot to the item.

Next screen Predé to go to the next screen you selected or to return to the

Item Locations screen if the Lot Information screen is the last
screen you selected.

Previous screen PreBgo go to the previous screen or to return to the Item
Locations screen if the Lot Information screen is the first
screen you selected.

Saving and Exiting

To save the information and go to the next or previous screenNped3
respectively. To exit to the File Maintenance menu, us&xite(F7) command.
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[tem Locations - Serial Numbers Screen
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Field Definitions

Field Name Description

Item ID The ID of the item you are working with is displayed.

Location The location you selected on the Item Locations screen is
displayed.

Description The description of the item is displayed.

Units The default unit of measure is displayed.

Serial Number The serial numbers for the item are displayed.

Unit Price The unit price of the item is displayed.

Unit Cost The unit cost of the item is displayed.
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Field Name Description

Status The status of the serialized item is displayed:
Available: the item is new and available for sale

In use: the item has been sold, but the invoice has not been
posted

Sold: the item has been sold, and the invoice has been posted

Lost: the serialized item was lost when a physical count was
taken

Command Bar Definitions

Command Description

Enter = edit Move the prompt to the line you want to edit and jietes.
Append Presé to add a lot to the item.

Next screen Pregé to go to the next screen you selected or to return to the

Item Locations screen if the Serial Numbers screen is the last
screen you selected.

Previous screen PreBgo go to the previous screen or to return to the Item
Locations screen if the Serial Numbers screen is the first
screen you selected.

Saving and Exiting

To save the information and go to the next or previous screenNpoEs%
respectively. To exit to the File Maintenance menu, us&xite(F7) command.
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Append Location Window
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Field Definitions
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Field Name Description
Loc ID Enter the ID of the location record you want to add.
Copy From Enter the ID of the location record you want to copy.

Do You Want to Copy EnteY or N for each option to indicate whether or not you
want to copy the information from the location record.
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Command Bar Definitions
This window has no command bar.
Saving and Exiting

To save your entries and exit to the Item Locations screen, uBeotteed(PgDn)
command. To exit to the Item Locations screen without saving your entries, use the
Exit (F7) command.
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Edit Price Information Window
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Field Definitions

Field Name Description

Unit of Measure The unit of measure for the item is displayed.

Average Price Enter or change the average selling price of the item.

Base Price Enter or change the selling price of each unit.

List Price Enter or change the manufacturer’s suggested retail price of
the item.

Minimum Price Enter or change the minimum price the item will be sold at.

Quantity 1-5 Enter or change one to five quantities that a customer must

purchase to get the discount price.
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Field Name Description

%I$ Enter% to use a percentage adjustment; ebteruse a dollar
adjustment.

Price Adj Enter the amount of the quantity adjustment.

Command Bar Definitions
This window has not command bar.
Saving and Exiting

To save your entries and exit to the Price Information screen, uBedteed
(PgDn) command. To exit to the Price Information screen without saving your
entries, use theExit (F7) command.
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Edit Vendor Information Window
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Field Definitions
Field Name Description
Vendor ID If you are editing a vendor record, the vendor ID you selected
to edit is displayed. If you are adding a vendor record, enter
the vendor’s ID.
Name If you are editing a vendor record, the name is displayed. If
you are adding a vendor record, enter the vendor’s name.
Lead Time Enter or change the number of days it usually takes the vendor

Vendor’s Part

11-44

to ship the item to you.

Enter or change the number the vendor uses to identify the
item. This information is printed on the orders produced in
Purchase Order.
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Field Name Description

Last Order Qty Enter or change the last quantity ordered from the vendor.

Units Enter or change the number of units you last ordered from the
vendor.

Last Order Cost Enter or change the cost of the last order.

Last Order No Enter or change the order number of the last purchase made

from the vendor.

Last Order Date Enter or change the date the last order was placed with the
vendor.
Quantity 1-5 Enter or change the quantity you must purchase before

receiving the cost adjustment from the vendor.

Cost Enter or change the vendor’s unit cost for the quantity
adjustment.
Units The default unit of measure is displayed.

Command Bar Definitions
This window has no command bar.
Saving and Exiting

To save your entries and exit to the Vendor Information screen, uBeottexd
(PgDn) command. To exit to the Vendor Information screen without saving your
entries, use thExit (F7) command.

Inventory User’'s Manual 11-45



Item Locations

File Maintenance

Edit Lot Information Window

Field Definitions
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Field Name Description
Lot No Enter or change the number of the lot.
Expires Enter or change the expiration date of the lot.
Comment Enter a comment or additional information about the lot.
Status EnteA if the lot is availableS if the entire lot has been sold,
or E if the lot has expired.
Received Enter or change the received quantity in the lot before any was
sold or returned.
Sold Enter or change the quantity sold in the lot.
Returned Enter or change the quantity returned in the lot.
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Field Name Description

On Hand The quantity on hand in the lot is displayed.

Committed Enter or change the number of units in the lot that is reserved.

In Use Enter or change the quantity that has been invoiced but not
posted in the lot.

Available The quantity available for sale in the lot (the on-hand quantity
minus the in-use and committed quantities) is displayed.

On Order (PO) Enter or change the amount on order.

Vendor ID The ID of the vendor the lot was purchased from is displayed.

Name The name of the vendor the lot was purchased from is
displayed.

PO Number The purchase order number is displayed.

PO Date The date the purchase order was made is displayed.

Invoice Number The invoice number is displayed.

Invoice Date The date of the invoice is displayed.

Purch Unit Cost The unit cost of the purchase is displayed.

Command Bar Definitions
This window has no command bar.
Saving and Exiting

To save your entries and exit to the Lot Information screen, ustrdceed
(PgDn) command. To exit to the Lot Information screen without saving your
entries, use thExit (F7) command.
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Edit Serial Numbers Window
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Field Definitions
Field Name Description
Serial No Enter or change the serial number for the unit.
Lot No Enter or change the lot number for the unit.
Comments Enter information you want to note about the item.
Cost Enter or change the cost for the unit.
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Field Name Description

Status Enter or change the status of the serialized item:
A if the item is new and available for sale
| if the item has been sold but the invoice has not been posted
Sif the item has been sold and the invoice has been posted

L if the item was lost when a physical count was last

performed

Init Date The date you received the serialized item from the vendor is
displayed.

Price The price of the serialized item is displayed.

Vendor ID The ID of the vendor you purchased the item from is
displayed.

Name The name of the vendor you purchased the item from is
displayed.

PO Number The purchase order number you used to purchase the item is
displayed.

PO Date The date of the requisition or purchase order is displayed.

Invoice Number The vendor’s invoice number for the item is displayed.

Invoice Date The date of the vendor’s invoice is displayed.

Cost Enter the unit cost of the item.

Customer ID The ID of the customer who last purchased the item is
displayed.

Name The name of the customer who last purchased the item is
displayed.

Order Number The last order number is displayed.

Order Date The date the last customer placed the order is displayed.

Invoice Number The last invoice number for the item is displayed.

Invoice Date The last invoice date is displayed.
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Field Name Description

Price Enter or change the unit selling price of the item.
Command Bar Definitions

This window has no command bar.
Saving and Exiting

To save your entries and exit to the Serial Numbers screen, URmtezd

(PgDn) command. To exit to the Serial Numbers screen without saving your
entries, use thExit (F7) command.
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Features

Use the Locations function on the File Maintenance menu to set up and maintain
the locations where you stock inventory.

Reports

To produce a list of the information entered in the Locations function, use the Item
Locations List function on the Master File Lists menu.

Screen Use

Screen Description
Locations Use the Locations screen to set up and maintain such
information about a location as the address, contact person,
and phone and fax numbers. You can also assign a carrying
cost percentage and an ordering cost amount.
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Locations Screen
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Field Name Description
Location ID Enter or change the location ID.
Copy From This field appears if you entered a new location. Enter the ID
of the location whose information you want to copy.
Name Enter or change the name or description of the location.

Address 1/Address 2/
Address 3

City/State
Zip/Country

Contact

Enter or change the address of the location.

Enter or change the city and state of the location.
Enter or change the location’s zip code and the country.

Enter or change the name of the contact person at the location.
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Field Name

Phone Number
Fax Number

Carrying Cost Pct

Ordering Cost Amt

Command Bar Definitions

Description

Enter or change the phone number of the location.
Enter or change the fax number of the location.

The carrying cost, expressed as a percentage of the total value
of your inventory, is used in the EOQ calculation in the
reorder process.

Enter or change your costs to stock items at the location.

Note: If you need to override the carrying cost percentage for
an item, use the Location Information screen in the ltem
Locations function.

The ordering cost includes the total shipping costs, labor, and
stocking, and it is used in the EOQ calculation in the reorder
process.

Enter your cost to place orders at the location.

Note: If you need to override the ordering cost for an item,
use the Location Information screen in the ltem Locations
function.

This screen has no command bar.

Saving and Exiting

To save your entries, use tReoceed(PgDn) command. To exit to the File
Maintenance menu, use theit (F7) command.
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Price Structures

Features

Use the Price Structures function on the File Maintenance menu to set up price IDs
for your customers.

Price IDs are assigned to items in the Items function, and they are used when you
enter invoices or orders in Accounts Receivable/Sales Order. If you use Inventory

as a standalone system, you can enter price IDs in the Inventory Transactions
function.

Reports

To produce a list of the information entered in the Price Structures function, use the
Price Structure List function on the Master File Lists menu.

To produce a price list for items and customer levels, use the Price Report on the
Reports menu.

Screen Use

Screen Description

Price Structures Use the Price Structures screen to set up and maintain price
IDs for customer levels.
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Price Structures Screen

CISAL THE
Ferge [ Dav Blln
—————————————————— FPrica Jircturar
PEL:E [D AFFL
Depcripeoion  kpplisscs Frios Hrsaka
st Ll IESCrlpLidn Lijuscmeear Base Wi ] il
= HORD Frios Srrupcors Defaniz Calo, preios H o CRCRC:
ACEOTL ica Buildecy CootCmct Eaam oWt i 10 . DO
HIBELR JAGbOED CuSLieeET LElE, pLifE L] L e
RETRIL Feonil Ceacoesr Pricisg cmlo, prEaE H D]
NHIL Fiolemsls Custorsc Baam oot L N . DvOeCa
Live= Wo (O00001 of D0D00SE]
Enbmr = pdit, Appernd; Delete price ID; F-ice 1E

Field Definitions

Field Name Description

Price ID Enter or change the price ID you want to work with.

Copy From This field appears if you entered a new price ID. Enter the
price ID you want to copy.

Description Enter or change the description of the price ID.

Cust Lvl Enter or change the customer level.

Description The description of the customer level is displayed.
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Price Structures

Field Name

Adjustment Base

%/$

Adj Amount

Inventory User's Manual

Description

Enter the adjustment base for the promotional pricing:
No base: fixed dollar amount

Standard cost: cost of the item determined by the cost of the
components

Base cost: fixed cost

Average price: weighted average of selling prices
Price: selling (base) price

List price: published price

Minimum price: lowest selling price

Calculated price: price at the time the price break is calculated

Enter% to use a percentage adjustment; edteruse a dollar
adjustment.

Enter the amount of the adjustment. For negative quantities
use the minus symbol; enter positive quantities without a plus
sign.
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Command Bar Definitions

Command Description

Enter = edit Move the prompt (>) to the customer level you want to edit
and pres&nter.

Append Pres# to add a customer level.
Delete Price ID Pred3 to delete an entire price ID and all the customer levels.
Price ID Pres#® to enter a price ID.

Saving and Exiting

11-58

To save your entries, use tReoceed(PgDn) command. To exit to the File
Maintenance menu, use tB&it (F7) command.
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Features

Use the Promotional Pricing function on the File Maintenance menu to set up
markups or discounts for selected inventory items.

If you set up more than one promotional pricing adjustment for the same item, the
pricing adjustment that is closest to the current start date is the default.

Reports
To produce a list of the information entered in the Promotional Pricing function,
use the Promotional Pricing List function on the Master File Lists menu.
Screen Use
Screen Name Description
Promotional Pricing Use the Promotional Pricing screen to select the criteria for

the promotional pricing and to enter the adjusted base,
adjusted amount, and adjustment type.
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Promotional Pricing Screen
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11-60

et L& [P Blsip
- Poomctionml Froicirmg
Proms TD TH - N1 Gcarc Dacs 12501 15498
Omrcription Temr-Izd Closwsout End Tatm 127317 1588
Fromosion Criceris
PEl=s LD Fidin Units Fidin
Thre Thie
Custormr Leawal Froo Froduce Liom From
Thim Tht
Frem Q0 Froas dpplinaric Froms
Thru Thrw
Lo=at ian ID Fidm [z pea e Loyl Frdem
This This
i Price [nformabion
kil Ease Cala, prioe
Adj Tyme (6781 &
Ad} Aaunt 10.0000
— Usrificscica
Foesr {Pglns Eo procesd -
Field Name Description
Promo ID Enter the ID of the promotion you are setting up.
Copy From This field appears if you entered a new promotional ID. Enter
the ID of the promotion you want to copy.
Description Enter a description of the promotion.
Start Date Enter the date the promotional pricing will start.
End Date Enter the date the promotional pricing will end.

Promotion Criteria

Enter the range of price IDs, customer levels, item IDs,
locations IDs, units, product lines, and user-defined fields you
want in the promotional pricing.
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Promotional Pricing

Field Name

Adj Base

Adj Type

Adj Amount

Command Bar Definitions

Description

Enter the adjustment base for the promotional pricing:
No base: fixed dollar amount

Standard cost: cost of the item determined by the cost of the
components

Base cost: fixed cost

Average price: weighted average of selling prices
Price: selling (base) price

List price: published price

Minimum price: lowest selling price

Calculated price: price at the time the price break is calculated

Ente6 to use a percentage adjustment; edteruse a dollar
adjustment.

Enter the amount of the adjustment. For negative quantities,
use the minus symbol; enter positive quantities without a plus
sign.

This screen has no command bar.

Saving and Exiting

To save your entries, use tReoceed(PgDn) command. To exit to the File
Maintenance menu, use te&it (F7) command.
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Tables

Features
Use the Tables function on the File Maintenance menu to set up and maintain the
INPDxxx, INSTDxxx, INUDSxxx, and INUSRxxx tables.
Tables store information about the system, data, options, and default settings for
other applications.

Reports
To produce a list of the information entered for each table, use the Tables List
function on the Master File Lists menu.

Screen Use
Screen Name Description
Tables Use the Tables screen to maintain Inventory tables.
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Tables Screen
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Field Definitions
Field Name Description
Table ID Enter or change the table ID. To set up a company-specific

table, enter the table ID plus the one- to three-character
company ID. To set up a terminal-specific table, enter the
table ID plus the four-character terminal ID.

Copy From This field appears if you entered a new table ID. To copy a
company-specific or a terminal-specific table, enter the table
ID plus the company and terminal ID.

Description Enter or change the description of the table.
Number of Cols The number of columns in the table is displayed.
Column Length The length of the columns in the table is displayed.
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File Maintenance

Field Name Description

Type The type of characters you can enter in the table is
displayed—alphanumeric (A), numeric (N), or numeric with
one to four decimal places. Although you can change the type,
you cannot enter any other type of character than the table

originally specified.

Command Bar Definitions

This screen has no command bar.

Saving and Exiting

To save your entries and exit to the File Maintenance menu, uBeoteed

(PgDn) command.
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INPDxxx Table

The INPDxxx table holds three fields that are used to define the fiscal year. The
first field is unused, the second is the fiscal year, and the third is the number of
periods per year.

Enter the table IDNPDxxx (xxxis the company ID).
INSTDxxx Table

The INSTDxxx table holds one field that is used to define the standard cost
materials code default. This field is the material code.

Enter the table IDNSTDxxx (xxxis the company ID).
INUDSxxx Table

The INUDSxxx table holds three fields that are used to define the user-defined
field sorts. This table is accessed through the User-Defined Field Sorts function on
the Code Maintenance menu.

Enter the table IDNUDSxxx (xxxis the company ID).
INUSRxxx Table

The INUSRxxx table holds two fields that are used to define the user-defined field
prompts. This table is accessed through the User-Defined Fields function on the
Code Maintenance menu.

Enter the table IDNUSRxxx (xxxis the company ID).
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Sales Categories

Features

Use the Sales Categories function on the Code Maintenance menu to set up and
maintain sales categories. Sales categories codes are used to sort historical
information from Accounts Receivable and Sales Order.

Reports
To produce a list of the information entered in the Sales Categories function, use
the Sales Categories List function on the Master Code Lists menu.
Screen Use
Screen Description
Sales Categories Use the Sales Categories screen to set up your sales

categories codes.
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Sales Categories Screen

© USAL Tha
Jetingn L& i RBlsn

al=@ CHCESgOrYy

DESCE Lpr 10

Selsxy Cetegocins
i

EFpliamtes

— Uarifiosrice

Fresr £Pghns &n procesd

Field Definitions

Field Name

Sales Category

Description

Description

Enter the sales category whose information you want to add or
change.

Enter a description of the sales category.

Command Bar Definitions

This screen has no command bar.

Saving and Exiting

To save your entries, use tReoceed(PgDn) command. To exit to the Code
Maintenance menu, use tB&it (F7) command.
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Customer Levels

Features

Use the Customer Levels function on the Code Maintenance menu to categorize
your customers. This information is used in Accounts Receivable, the Price
Structures function, and the Promotional Pricing function.

Reports
To produce a list of the information entered in the Customer Levels function, use
the Customer Levels List function on the Master Code Lists menu.
Screen Use
Screen Description
Customer Levels Use the Customer Levels screen to set up your customer
level codes.
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Code Maintenance

Customer Levels Screen

Field Definitions
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Field Name Description

Customer Level

Description

Enter the customer level whose information you want to add
or change.

Enter a description of the customer level.

Command Bar Definitions

This screen has no command bar.

Saving and Exiting

To save your entries, use tReoceed(PgDn) command. To exit to the Code
Maintenance menu, use tBg&it (F7) command.
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Product Lines

Features
Use the Product Lines function on the Code Maintenance menu to categorize your
inventory items into groups. Product lines are used to organize items in reports and
to make group price changes.

Reports
To produce a list of the information entered in the Product Lines function, use the
Product Lines List function on the Master Code Lists menu.

Screen Use

Screen Description

Use the Product Lines screen to set up your product line
codes.

Product Lines
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Field Definitions
Field Name Description
Product Line Enter the product line whose information you want to add or
change.

Description Enter a description of the product line.

Command Bar Definitions

This screen has no command bar.

Saving and Exiting

To save your entries, use tReoceed(PgDn) command. To exit to the Code
Maintenance menu, use tBg&it (F7) command.
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Account Codes

Features
Use the Account Codes function on the Code Maintenance menu to assign general
ledger codes to the following accounts:
e sales
e cost of goods sold
e inventory
e workin process
e inventory adjustment
¢ COGS adjustment
e purchase price variance
e physical count adjustment
e transfer cost
Account codes are used when you post sales, purchases, transfers, adjustments, and
physical counts to General Ledger.
Reports
To produce a list of the information entered in the Account Codes function, use the
Account Codes List function on the Master Code Lists menu.
Screen Use
Screen Description
Account Codes Use the Account Codes screen to set up your account codes

under one pairing ID. You can then link account codes with
particular items in the Items function.
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Account Codes Screen
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Field Name Description

Account Code

Copy From

Description
Sales

Cost of Goods Sold

Inventory

Enter the account code whose information you want to add or
change.

This field appears if you entered a new account code. Enter
the account code whose information you want to copy.

Enter or change the description of the account code.
Enter or change the sales account to use when posting income.

Enter or change the cost-of-goods-sold account to use when
posting costs.

Enter or change the inventory account to use when posting
inventory value.
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Field Name Description

Work in Process Enter or change the work-in-process account to use when
posting jobs that are in process.

Inventory Adjustment Enter or change the inventory adjustment account to use when
posting adjustments made to inventory.

COGS Adjustment Enter or change the COGS adjustment account to use when
posting adjustments made to inventory.

Purchase Price Variance Enter or change the purchase price variance account to use
when posting differences between the standard cost and the
actual cost.

Phys Count Adjustment  Enter or change the physical count adjustment account to use
when posting physical count differences.

Transfer Cost Enter or change the transfer cost account to use when posting
transfer costs.

Command Bar Definitions
This screen has no command bar.

Saving and Exiting

To save your entries, uskoceed(PgDn) command. To exit to the Code
Maintenance menu, use thgit (F7) command.
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Forecast Types

Features

Use the Forecast Types function on the Code Maintenance menu to predict
seasonal or current trends of your inventory items and to calculate reorder

quantities.
Reports
To produce a list of the information entered in the Forecast Types function, use the
Forecast Types List function on the Master Code Lists menu.
Screen Use
Screen Description
Forecast Types Use the Forecast Types screen to designate weight factors

for the selected periods. You can also set up an adjustment
factor to predict an increase or a decrease in demand.
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Field Definitions
Field Name Description
Forecast Type Enter the forecast type whose information you want to add or
change.
Copy From This field appears if you entered a new forecast type. Enter the

forecast type whose information you want to copy.
Description Enter or change the description of the forecast type.

Period Back 1-13 The periods specified in the Period Setup function in Resource
Manager are displayed.

Weighting Factor Enter or change the weight factor for each period. The
amounts you enter must total 100 percent.
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Field Name Description

Pd/Year The current period and year (according to how you set up your
system) are displayed.

Begin Date The first day of the period is displayed.

End Date The last day of the period is displayed.

Adjustment % Enter or change the percentage of increase/decrease you
expect.

Command Bar Definitions
This screen has no command bar.
Saving and Exiting

To save your entries, use tReoceed(PgDn) command. To exit to the Code
Maintenance menu, use theit (F7) command.
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Standard Cost Makeup Codes

Features

Use the Standard Cost Makeup Codes function on the Code Maintenance menu to
define the cost components used in determining the standard cost of an item.

The information entered here is used on the Cost Information screen in the Item
Locations function.

Reports

To produce a list of the information entered in the Standard Cost Makeup Codes
function, use the Cost Makeup Codes List function on the Master Code Lists menu.

Screen Use

Screen Description

Standard Cost Makeup Use the Standard Cost Makeup Codes screen to define the
Codes cost makeup codes used in the calculation of standard costs.
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Standard Cost Makeup Codes Screen
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Field Definitions
Field Name Description
Cost Code Enter the cost code whose information you want to add or
change.
Description Enter or change the description of the cost code.

Command Bar Definitions
This screen has no command bar.
Saving and Exiting
To save your entries, use tReoceed(PgDn) command. To exit to the Code

Maintenance menu, use tae&it (F7) command.
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User-Defined Fields

Features
Use the User-Defined Fields function on the Code Maintenance menu to set up and

maintain user-defined fields, which identify particular information about items that
can be selected for most reports.

Reports

To produce a list of the information entered in the User-Defined Fields function,
use the User-Defined Fields List function on the Master Code Lists menu.

Screen Use

Screen Description
User-Defined Fields Use the User-Defined Fields screen to set up additional

information about your items. You can enter 16 user-
defined fields.
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Field Name Description

User-Defined Field

Field Description

Type

Field Value

Description

Enter a number betwdesnd16 for each user-defined field.

Enter or change the description of the field that you want to
appear whenever you are prompted for user-defined fields.

The type of user-defined field, sorted or unsorted, is
displayed.

User-defined fields 1 and 2 are sorted; user-defined fields 3 to
16 are unsorted.

Enter or change the field values for the user-defined field you
are working with.

Enter or change the description of the field value.
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Command Bar Definitions

Command Description

Enter = edit Move the prompt (>) to the field name and description you
want to edit and preganter.

Append Pres# to add a field name and a description.
Delete Pres® to delete a field name and description.
Field no Pres§& to enter a new user-defined field number.

Saving and Exiting

To save your entries, use tReoceed(PgDn) command. To exit to the Code
Maintenance menu, use tB&it (F7) command.
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User-Defined Field Sorts

Features

Use the User-Defined Field Sorts function on the Code Maintenance menu to
identify additional sorts to use in selected reports and to group items together for
analysis purposes.

If you change the original sort sequence you set up, back up your data files. The
INVExxx (Items) and INKYxxx (Alternate Keys) files must be rewritten during
this process.

Reports
To produce a list of the information entered in the User-Defined Field Sorts
function, use the User-Defined Field Sorts List function on the Master Code Lists
menu.

Screen Use
Screen Description

User-Defined Field Sorts Use the User-Defined Field Sorts screen to set up two
additional sorts for reports. You can identify three user-
defined fields for each sort.
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Code Maintenance
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Field Name Description

Field Descriptions

Sort Sequence

Primary

The user-defined fields you set up in the User-Defined Fields
function are displayed.

Enter or change the name for each sort sequence. The name
you enter appears in selected reports.

For each sort sequence, you can choose among 16 user-
defined fields and product lines, but each user-defined field
can be used only once in a sort sequence.

Enter the number of the user-defined field that you want to
appear first in the sort sequence.
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User-Defined Field Sorts

Field Name Description
Secondary Enter the number of the user-defined field that you want to
appear second in the sort sequence.
Tertiary

Enter the number of the user-defined field that you want to
appear third in the sort sequence.

Command Bar Definitions
This screen has no command bar.

Saving and Exiting

To save your entries, use tReoceed(PgDn) command. To exit to the Code
Maintenance menu, use theit (F7) command.
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ltem Detall List

Features
The Item Detail List contains information about your inventory items: general
information, alternate items, units of measure, and location summary information.
Reports
A sample Item Detail List is on page 13-6.
Screen Use
Screen Description
Item Detail List Use the Item Detalil List screen to select the items, product

lines, and user-defined fields that you want in the list.
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Field Definitions
Field Name Description
Pick Enter the range of items, product lines, and user-defined fields

you want in the list.

Print By Select the option by which you want to organize the list.

Print EnterY for each type of item information you want to include
in the list. EnteN for each type of information you want to
exclude.
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Master File

Item Detail List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master File
Lists menu.

After the list is produced, the Master File Lists menu appears.
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ltem Summary List

Features
Use the Item Summary List function on the Master File Lists menu to produce a
summarized list of general information about your inventory items.
Reports
A sample Item Summary List is on page 13-10.
Screen Use
Screen Description
Item Summary List Use the Item Summary List screen to select the items,
product lines, and user-defined fields that you want in the
list.
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Master File
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Field Definitions

Field Name

Pick

Print By

13-8

Description

Enter the range of items, product lines, and user-defined fields

you want in the list.

Select the option by which you want to organize the list.
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Iltem Summary List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master File
Lists menu.

After the list is produced, the Master File Lists menu appears.
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ltem Locations List

Features

Use the Item Locations List function on the Master File Lists menu to produce a list
of location, price, cost, vendor, bin, lot, and serial information about your inventory

items.
Reports
A sample Item Locations List is on page 13-14.
Screen Use
Screen Description
Item Locations List Use the Item Locations List screen to select the items,

locations, and user-defined fields that you want in the list.
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Field Definitions
Field Name Description
Pick Enter the range of items, locations, and user-defined fields you
want in the list.
Print By Select the option by which you want to organize the list.
Print EnterY for each type of information you want to include in

the list. EnteiN for each type you want to exclude.
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Master File

Item Locations List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master File
Lists menu.

After the list is produced, the Master File Lists menu appears.
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Location Detalil List

Features

Use the Location Detail List function on the Master File Lists menu to produce a
list of all your locations and their IDs, descriptions, and addresses.

Reports
A sample Location Detail List is on page 13-18.
Screen Use
Screen Description
Location Detail List Use the Location Detail List screen to select the locations

that you want in the list.
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Location Detall List Screen
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Field Definitions
Field Name Description
Pick Enter the range of locations you want in the list.
Print By Select the option by which you want to organize the list.
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Master File

Location Detail List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master File
Lists menu.

After the list is produced, the Master File Lists menu appears.
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Price Structure List

Features

Use the Price Structure List function on the Master File Lists menu to produce a list
of the price structures that were set up, price IDs, customer levels, adjustment
types, adjustment bases, and adjustment amounts.

Reports
A sample Price Structure List is on page 13-22.
Screen Use
Screen Description
Price Structure List Use the Price Structure List screen to select the price IDs

that you want in the list.
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Price Structure List Screen
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Field Definitions

Field Name Description
Pick Enter the range of price IDs you want in the list.
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Master File

Price Structure List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master File
Lists menu.

After the list is produced, the Master File Lists menu appears.
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Promotional Pricing List

Features

Use the Promotional Pricing List function on the Master File Lists menu to produce
a list of promotional price IDs, amounts, start and end dates, and items affected.

Reports
A sample Promotional Pricing List is on page 13-26.
Screen Use

Screen Description

Promotional Pricing List Use the Promotional Pricing List screen to select the
promotional price IDs and start dates that you want in the
list.
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Promotional Pricing List Screen
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Field Definitions
Field Name Description
Pick Enter the range of promotional price IDs and starting and

ending dates you want in the list.

Print By Select the option by which you want to organize the list.
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Master File

Promotional Pricing List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master File
Lists menu.

After the list is produced, the Master File Lists menu appears.
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Tables List

Features

Produce the Tables List to get information from a particular Inventory table. This
function is useful if you plan to change a table and want a list to compare it against.

Reports
A sample Tables List is on page 13-30.
Screen Use
Screen Description
Tables List Use the Tables List screen to select the table IDs that you

want in the list.
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Tables List Screen
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Field Definitions
Field Name Description
Application IN is displayed as the application ID. You cannot change it.
Table ID Enter the range of table IDs whose information you want in
the list.
Suppress blank lines? Most tables do not hold information in all 18 lines. If you want
the list to include blank lines, entér if not, enterN.
Page break per table? If you want a page break between each tabl¥; gmtet,
enterN.
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Master File

Tables List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master File
Lists menu.

After the list is produced, the Master File Lists menu appears.
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Sales Categories List

Features

The Sales Categories List shows the information stored in the INCAxxx (Sales
Categories) file: sales categories and descriptions. You can use the list as a
reference when you assign sales categories to items.

Reports
A sample Sales Categories List is on page 14-6.
Screen Use
Screen Description
Sales Categories List Use the Sales Categories List screen to select the category

codes that you want in the list.
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Sales Categories List Screen
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Field Definitions

Field Name Description
Pick Enter the range of sales categories you want in the list.
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Master Codes List

Sales Categories List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master Code
Lists menu.

After the list is produced, the Master Code Lists menu appears.
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Sales Categories List

Sales Categories List
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Customer Levels List

Features
Use the Customer Levels List function on the Master Code Lists menu to produce a
list of the customer levels. You can use it as a reference when you assign customer
levels to items.

Reports
A sample Customer Levels List is on page 14-10.

Screen Use
Screen Description
Customer Levels List Use the Customer Levels List screen to select the customer

levels that you want in the list.
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Customer Levels List Screen
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Field Definitions
Field Name Description
Pick Enter the range of customer levels you want in the list.
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Master Codes List

Customer Levels List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master Code
Lists menu.

After the list is produced, the Master Code Lists menu appears.
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Customer Levels List

Customer Levels List
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Product Lines List

Features

Use the Product Lines List function on the Master Code Lists menu to produce a
list of product lines. You can use the list as a reference when you assign product

lines to items.
Reports
A sample Product Lines List is on page 14-14.
Screen Use
Screen Description
Product Lines List Use the Product Lines List screen to select the product lines

that you want in the list.
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Product Lines List Screen
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Field Definitions
Field Name Description
Pick Enter the range of product lines you want in the list.
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Master Codes List

Product Lines List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master Code
Lists menu.

After the list is produced, the Master Code Lists menu appears.
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Product Lines List

Product Lines List

1 abey

voday Jo pug
seusyelN Buiping TVIMELY
'nb3 Iy pue BumesH dIV/LV3H
Slusuodwo) 1IN3INOdJNOD
soueyddy JONVITddY
uonduosag aurjpnpoid
181 saur 1onpoid Nd 5T
fiddng sieping 6667/.0/80

Inventory User’s Manual

14-14



Account Codes List

Features

Use the Account Codes List to make sure that the account codes are correct and as
a reference when you assign account codes to items.

Reports
A sample Account Codes List is on page 14-18.
Screen Use
Screen Description
Account Codes List Use the Account Codes List screen to select the account

codes that you want in the list.
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Account Codes List Screen
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Field Definitions
Field Name Description
Pick Enter the range of account codes you want in the list.

14-16 Inventory User’s Manual



Master Codes List

Account Codes List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master Code
Lists menu.

After the list is produced, the Master Code Lists menu appears.
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Account Codes List
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Forecast Types List

Features

Use the Forecast Types List function on the Master Code Lists menu to produce a
list of the forecast types that have been set up. Use it as a reference when you
assign forecast types to items.

Reports
A sample Forecast Types List is on page 14-22.
Screen Use
Screen Description
Forecast Types List Use the Forecast Types List screen to select the forecast

types that you want in the list.
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Forecast Types List Master Codes List

Forecast Types List Screen
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Field Definitions
Field Name Description
Pick Enter the range of forecast types you want in the list.
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Master Codes List

Forecast Types List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master Code
Lists menu.

After the list is produced, the Master Code Lists menu appears.
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Forecast Types List

Forecast Types List
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Cost Makeup Codes List

Features
Use the Cost Makeup Codes List function on the Master Code Lists menu to

produce a list of cost makeup codes. You can use the list as a reference when you
assign cost codes to items.

Reports

A sample Cost Makeup Codes List is on page 14-26.

Screen Use

Screen Description

Cost Makeup Codes List Use the Cost Makeup Codes List screen to select the cost
codes that you want in the list.
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Cost Makeup Codes List Screen
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Field Definitions

Field Name Description
Pick Enter the range of cost codes you want in the list.

14-24 Inventory User’s Manual



Master Codes List

Cost Makeup Codes List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master Code
Lists menu.

After the list is produced, the Master Code Lists menu appears.
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Cost Makeup Codes List

Cost Makeup Codes List
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User-Defined Fields List

Features

Use the User-Defined Fields List function on the Master Code Lists menu to
produce a list of your user-defined fields.

Reports

A sample User-Defined Fields List is on page 14-30.

Screen Use

Screen Description

User-Defined Fields List Use the User-Defined Fields List screen to select the user-
defined fields that you want in the list.
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Master Codes List

User-Defined Fields List Screen
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Field Definitions

Field Name Description

Pick

14-28

Enter the range of field numbers (between 1 and 16) you want
in the list.
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Master Codes List User-Defined Fields List

Command Bar Definitions

Command Description

Printer SelecP to send the list to a printer.

File Select to send the list to a file.

Screen Selecd to send the list to the screen.

End Seleck to change your selections or exit to the Master Code
Lists menu.

Saving and Exiting

After the list is produced, the Master Code Lists menu appears.
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User-Defined Field Sorts List

Features

Use the User-Defined Field Sorts List function on the Master Code Lists menu to
produce a list of the two sorted fields you set up.

Reports

A sample User-Defined Field Sorts List is on page 14-34.

Screen Use

Screen Description

User-Defined Field Sorts Use the User-Defined Field Sorts List screen to select one
List or both of your sorts to list.
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User-Defined Field Sorts List Screen

CUSAL TDa
r — Urgz-Dedired Fiwld Sortx Lisk —
Fiok Tasr Soos Fross i
Thru I
Thutpuk device (PFirizter p|E] evizw dhile (Sporesn (E)zd
Field Definitions
Field Name Description
Pick Enterl or 2 to indicate the user sorts you want in the list.

14-32 Inventory User’s Manual



Master Codes List

User-Defined Field Sorts List

Command Bar Definitions

Command
Printer

File

Screen

End

Saving and Exiting

Description

SelecP to send the list to a printer.
SelectF to send the list to a file.
Seled® to send the list to the screen.

Seleck to change your selections or exit to the Master Code
Lists menu.

After the list is produced, the Master Code Lists menu appears.
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User-Defined Field Sorts List

User-Defined Field Sorts List
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Conversion A

You can put this version of Inventory on the system in one of two ways: you can
install a new system (see chapter 2), or you can convert an older version of
Inventory to the current version, keeping your old files intact.

Before you convert files, you must install the new version of Inventory. You can
replace and update the programs properly only by using the Install Applications
function in Resource Manager.

Before you convert an application’s files, verify the version number of the
application you are converting from. You can upgrade Inventory from version 3.2,
4.0x, 4.1x, 4.5x, or 5.x. (If you want to convert to version 6.00 from a version
earlier than 3.2, contact a client support representative.) The Data File Conversion
function cannot determine the information from the function.

Note I

You must complete month-end tasks before converting.

When you are ready to convert files, use the Data File Conversion function on the
Company Setup menu in Resource Manager (seRekeurce Manager User’s
Manual).

Consider Your Setup

Before you try to convert your version of Inventory to the current version, consider
the exact setup of your system. Modifications to your system might be lost if you
install a new version of a program or update a file. If you are not sure whether your
system is ready for conversion, consult your value-added reseller.
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Because of the ways tax information is stored in Accounts Payable and depending
on which other applications you are using, you must follow several steps to convert
existing Accounts Payable data.

If you are converting from version 4.5x to 6.00 and you are using Accounts
Receivable, you have two choices:

. Convert Accounts Receivable files from 4.5x to 6.00 first; then convert
Accounts Payable from 4.5x to 6.00.

«  Create Inventory files first; then set up tax location and tax group information
before converting Accounts Payable from 4.5x to 6.00.

If you are converting from version 4.5x to 6.00 and you do not have Accounts
Receivable on your system, you must create Inventory files first. Then set up tax
location and tax groups information before converting Accounts Payable from 4.5x
to 6.00.

If you are converting from version 5.0x to 6.00, whether you are using Accounts
Receivable or not, you have two options:

e Convert Inventory from version 5.0x to 6.00.
e Create Inventory files; then set up the location and tax group information

before converting Accounts Payable. (This method is recommended only if
you want to reenter all tax information.)
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Converting to Version 6.00

When you seleddata File Conversionfrom the Company Setup menu, the
function screen appears.
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The conversion process is automatic and invisible to you. Simply specify path
names of the source and destination files, the application, and a couple of
preferences.

1. Select the target directory from the list. (The system assigns a number to each
OSAS data path with assigned values.)

2. Enter the path (drive and directory) that has the files you want to convert. You
cannot enter the same path as the destination path.

3. If you want source files to be erased after conversion, ¥nienot or if you

are not sure, ent&. When you are sure that the conversion has been
completed successfully, you can delete your old data files.
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If you want the conversion process to pause when a problem occury;;enter
if not, enteN. The system considers evidence of data not converting correctly
or file corruption a problem. Whether you enYeor N, the system creates an
error log called CNVTLOG in the DATA subdirectory.

EnterIN at the bottom of the screen in the APPL column. Then enter the
present version number, and presser.

When you enter OSAS, the copyrights screen shows the version of Inventory
you have.

If data files already exist for Inventory in the intended destination path, the
following prompt appeardN Data files exist. Do you want this task to

erase them?f you want to erase the existing files and convert the files from
the version in the source path, eritetf you entemN, you must change your
entries so that no conflict exists.

To convert, use theroceed(PgDn) command.

The following prompt appearBo you wish a printout of error log after

each application?If you want the error log to be produced after the files are
converted for each application, enterif you want the log to be produced
after all the files are converted, enkérlf you are converting only Inventory
files, your answer to this prompt makes no difference.

If a prompt appears when a problem occurs, entierstop the conversion
process oN to let the conversion run its course.

When the process is finished, the files are converted. Select the output device

for the error log.

After conversion is finished and the error log is produced, the Main menu with
Inventory 6.00 added appears.
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Alternate item must be the same item type as current item ID

When you are setting up alternate items, you cannot set up a service item as an alternate item
for any other type of item.

BASIC ERROR =nn HOST ERROR =xxx LINE = nnnn PROGRAM = XXXXXX
BASIC ERROR =nn LINE = nnnn PROGRAM = XXXXXX

A serious error has occurred. Write down the information that is displayed and get help from a
support technician.

Do you wish to change to using tags?

If you respondrES, the system will change the batch from using worksheets for physical
counts to using tags.

Error creating INRQxxx file. File may be open on another terminal.

Someone else is using one of the Reorder Processing functions on another terminal. Try again
later.

Field value already exists. Use the ‘Edit’ function to change values.

You cannot append an existing field value in the User-Defined Fields function. Enter a
different field value.

Freezing has added items to the batch.
Iltems were added to inventory between the time you prepared the batch and froze quantities. If

you know that many items were added, reprint the tags and worksheets. These items will then
be included in the batch.
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Item entered is not set up for the location entered.
Set up the item/location in the Items function, or enter a different location.

Item status isxxxxxx (discontinued, obsolete, superseded). You cannot change the location
status.

Use the Items function to change the status.

Items do not have the same base unit of measure.
You cannot transfer items with different base units of measure to a different location. Change
the unit of measure in the Items function for one of the items, transfer an item to a different
location, or transfer a different item.

Location does not exist in locations file.
Enter a different location, or set up the location in the Locations function.

Must use ‘Tag Entry’ for this batch.
You selected Worksheet Entry when you were using a tag entry batch. Select a tag entry batch.

No General Ledger Adjustments are on file.

No COGS or purchase price variance adjustments are in the INCJxxx file for the GL
Adjustments Journal or to post.

No locations are on file for this item.
Set up a location for the item in the Items function.
No transactions or transfers are on file.

Enter transactions before posting.
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RMTB file not found.
Set up the RMTB file in Resource Manager. SeeRibsource Manager User's Manual

Secondary sort cannot be the same as primary sort.
Tertiary sort cannot be the same as primary (or secondary) sort.

You cannot use a user-defined field that is already being used in one of the sorts. Enter a
different field number.

Serial number must be available in order to be transferred.

A serialized item must have theailablestatus before it can be transferred. Enter a serial
number withavailablestatus.

Serial number must have a ‘Lost’ or ‘Sold’ status before it can be deleted.
Change the status of the item in the Items function, or select a different item to delete.
The bin ID does not match the from/thru criteria for this batch.

When you append an item/location during physical counts, you must enter a bin ID that meets
the from/thru criteria or work with a different batch.

The cost bucket entered already exists for this item.
Change the date or the cost to make the bucket unique.
The product line does not match the from/thru criteria for this batch.

When you append an item/location during physical counts, you must enter a product line that
meets the from/thru criteria or work with a different batch.

The superseded item selected is a recursive supersede.

You cannot set up a superseded item that will supersede back to itself. Enter a different item
ID.
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There are items without tag numbers. Do you wish to reprint tags?

If you answelYES, the system will reprint tags for that batch. If you angM@r you can
select a different batch.

There are no items in this batch.

When you set up the batch criteria, the system determined that no items fell into the from/thru
range you specified. Change the from/thru criteria for the batch.

There are no locations set up for this item to calculate prices on.

You must set up a location for the item in the Item Locations function before you can calculate
a price in the Price and Availability function.

This alternate item already exists with the same item type.
Enter a different alternate item ID or alternate type.
This alternate item ID does not exist in the Items file.
Enter a different item ID, or set up the item in the Items function.
This customer already has an alternate item set up for them.
You can set up only one customer alternate or vendor alternate per item.
This item does not exist in the Inventory Item Master file.
If the item associated with a tag is not in the Items file, you must add the item to inventory.

This item does not match the from/thru criteria for this batch.
This location does not match the from/thru criteria for this batch.

Enter an item or a location that falls within the range you specified in the from/thru criteria for
the batch.
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This lot does not exist for this item.

Set up lot information for the item in the Item Locations - Lot Information screen.
This vendor already has an alternate item set up for them.

You can set up only one alternate item per item for a vendor.
This vendor is already set up for this item location.

The vendor is already an alternate for the specified item. Edit the existing alternate vendor, or
set up a new vendor for the item/location in the Item Locations function.

Unable to allocate sort file.

Someone else may be using the same terminal ID and filename as the sort file you are trying to
use, or the system is creating the sort file in a directory where you do not have permissions set

up.
Unit of measure has previously been entered.
Select a different unit of measure.
Unposted adjustments exist in COGS Adjustments File.
Unposted transactions exist in Inventory Transactions File.
Unposted transactions exist in Location Transfers File.
Post these adjustments or transactions before using the Year-End Maintenance function.
User-defined field 1 does not match the from/thru criteria for this batch.

User-defined field 2 does not match the from/thru criteria for this batch.

When you append an item/location during physical counts, you must enter a user-defined field
that meets the from/thru criteria or work with a different batch.
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User-defined field will not be available if no description is given.
User-defined sort will not be available if no description is given.

If you do not enter a field description, the system will not recognize the user-defined field or
sort.
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INAIxxx (Alternate Items)
The INAIxxx file stores the alternate item information for each item.
INBNxxx (Bin Locations)

The INBNxxx file stores the bin ID and last physical count information for every bin in each
item/location.

INCAxxx (Sales Categories)
The INCAxxx file stores information about sales categories.

INCBxxx (Physical Count Batches)
The INCBxxXx file stores batch information in use by the Physical Counts functions.

INCCxxx (Standard Cost Makeup Codes)
The INCCxxx file stores the standard cost makeup codes.

INCJIxxx (COGS Journal)
The INCJIxxx file stores the COGS and purchase price variance adjustments that are produced
in the Inventory Transactions function. If Accounts Payable, Accounts Receivable, Purchase
Order, and Sales Order are interfaced with Inventory, they also send COGS and purchase price
variance adjustments information to this file.

INCLxxx (Customer Levels)

The INCLxxx file stores customer level codes.
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INCSxxx (Cost Makeup)
The INCSxxx file stores cost makeup codes and cost amounts for each item/location.
INCTxxx (Physical Counts)

The INCTxxx file stores detail information for each item/location/bin ID when physical counts
are processed.

INFTxxx (Forecast Types)
The INFTxxx file stores forecast codes and the weighting factors for each period.
INGLxxx (Account Codes)

The INGLxxx file stores general ledger account codes and accounts associated with each item/
location.

INHIxxx (Detail History)
The INHIxxx file stores detail history for each transaction processed in Inventory (and for
Accounts Payable, Accounts Receivable, Purchase Order, and Sales Order if these applications
are interfaced with Inventory).

INHSxxx (Summary History)
The INHSxxx file stores summary history for each transaction processed in Inventory (and for
Accounts Payable, Accounts Receivable, Purchase Order, and Sales Order if these applications
are interfaced with Inventory).

INKYxxx (Alternate Keys)
The INKYxxx file stores individual records for each item/location.

INLDxxx (Location Detail)

The INLDxxx file stores general information for each item/location.
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INLHxxx (Lot History)
The INLHxxx file stores detail lot history for each transaction processed in Inventory (and for
Accounts Payable, Accounts Receivable, Purchase Order, and Sales Order if these applications
are interfaced with Inventory).
INLOxxx (Location Master)
The INLOxxXx file stores general information for each location currently used in Inventory.
INLPxxx (Location Pricing)
The INLPxxx file stores location-specific pricing information for each item location.

INLSxxx (Transaction Lot/Serial Numbers)

The INLSxxx file stores lot and serial transaction information used in the Inventory
Transactions function.

INLTxxx (Lot Detail)

The INLTxxx file stores lot detail information for each lotted item/location.
INPLxxx (Product Lines)

The INPLxxx file stores product line codes.
INPPxxx (Promotional Pricing)

The INPPxxx file stores promotional pricing codes and the criteria used to evaluate whether to
apply a promotion to a specific item when you sell it.

INPSxxx (Price Structures)

The INPSxxx file stores price structure information.
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INQLxxx (Quantity Locations)
The INQLxxx file stores detail cost information for each nonserialized item/location.
INQTxxx (Quantity Totals)

The INQTxxx file stores total quantity information for each item/location/lot number, and on-
hand, committed, in-use, and on-order information.

INRQxxx (IN Requisitions)

The INRQxxXx file stores reorder information for each item/location when you use the
Calculate Reorders function.

INSHxxx (Serial History)
The INSHxxx file stores detail serial history for each transaction processed in Inventory (and
for Accounts Payable, Accounts Receivable, Purchase Order, and Sales Order if these
applications are interfaced with Inventory).

INSNxxx (Serial Numbers)
The INSNxxx file holds serial number information for each serialized item/location.

INTB (Tables)
The INTB file stores Inventory tables.

INTLxxx (Transfer Lot/Serial IDs)

The INTLxxx file stores lot and serial number information used when processing a transfer for
serialized, lotted, or lotted/serialized items.

INTRxxx (Transactions)

The INTRxxx file stores transaction information produced in the Inventory Transactions
function.
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INTTxxx (Transactions/Transfers)

The INTTxxx file stores transfer information produced in the Inventory Transactions function.
INUDxxx (User-Defined Fields)

The INUDxxx file stores verification values for each user-defined field.
INUMxxx (Unit of Measure)

The INUMxxx file stores unit of measure, conversion factor, penalty type, and penalty amount
information for each item.

INUPxxx (Units Pricing)

The INUPxxx file stores unit-of-measure pricing information for each item/location.
INVExxx (Items)

The INVEXxxXx file stores general information for each item.
INVIxxx (Vendor Information)

The INVIxxx file stores vendor-specific information for each item/location.
INXTxxx (Additional Descriptions)

The INXTxxx file stores additional descriptions for each item.
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Other Commands D

Calculator

Use the Calculator function to do basic math calculations. You can store and
retrieve totals and tapes, add comments to tapes, and print tapes. A common use is

to calculate a total, exit from the Calculator, and enter the total into the field you
started from.

SelectCalculator from the Other Commands menu. The function screen appears.
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Field Definitions

Field

Memory

Tape

Entry

Functions

Keys

FlorC
(Erase Tape)

F2 or E
(Clear Entry)

Description

The number or total stored in memory is displayed.

The printout tape of a real calculator is simulated in the Tape
display area. Numbers, operators, and a running total of the
calculations are displayed.

Each workstation has its own unique tape for the calculator.
The last tape that was used is recalled when you start the
calculator. The tape is stored as a file on the hard disk and
reloaded each time you use the calculator. When you want to
start a new tape, preB4 to erase the current tape.

The number or comment you are entering or have just entered
is displayed. To enter a number, type the number. To enter a
comment, type a quotation mark () and then a comment.
Comments can be 16 characters long.

To make calculations with the Calculator, use postfix notation.
First, type a number. Then press the key of the operator (+, -,
X, or /) you want to use. Type a second number, and press the
key of another operator or presSster to total the calculation.

The Calculator functions are displayed in the Functions field.
PressSto see the subtotal, the quotation mark Keyd start a
comment, and to print the tape. In the View Tape function
you can use three keys: the up-arrow key to move up the tape,
the down-arrow key to move down the tape, andetfiekey
to jump to the bottom of the tape and exit from View mode.

Use the following function keys or the alphanumeric
equivalents to work with figures in the Memory, Tape, Entry
and Status fields.

Clear the tape. Once you clear the tape, it cannot be recalled.

Clear the Entry field so that you can enter a different number.
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Field

F3or M+
(Memory +)

F4or M-
(Memory -)

F5or MR
(Memory Recall)

F6 or MC
(Memory Clear)

F7orQ
(Exit)

F8orP
(Printer)

F9orO
(Decimal)

F10orw
(Exit Total)

Status

Inventory User's Manual

Description

Copy the total at the bottom of the tape to the Memory field if
the figure in memory is .00.

Add the total at the bottom of the tape to the figure in the
Memory field.

Subtract the total at the bottom of the Tape field from the
number in the Memory field.

Copy the number in the Memory field to the Entry field.

Erase the number in the Memory field.

Exit from the Calculator without saving the total.

Switch the printer on and off. If you turn the printer on, your
subsequent entries will be printed until you turn the printer off
or exit from the calculator.

Change the number of default decimal places displayed by the
Calculator. The default number of decimal places is read from
the current OSAS program. Valid values ard, 2, 3, 4, 5,
FLOAT (Floating Point), andAUTO (Automatic). Numbers

are saved and calculated with 1 to 14 decimal places, but only
the default number of decimal places is shown.

When you seledtLOAT , the decimal floats from 0 to 5 places
to correctly display a number (unless 5 places are not available
after you enter the whole number).

When you selecAUTO, a decimal is placed before the last
two numbers of each entry unless you include a decimal as part
of the entry.

Exit from the Calculator and copy the total into the field the
cursor is in on the screen where you accessed the calculator.

The status of the printer (on/off) and of the automatic
placement of the decimal point (0-5 or FL for floating) is
displayed.
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Making a Calculation

Follow the same procedure for each of the Calculator’s four math functions (+, -, x,
and /). For example, to add 32 and 99, follow these steps:

1. Enter the first numbeB2to load the new subtotal into the Calculator. The
number appears in the Entry field as you type and is transferred to the tape
when you presEnter.

2. Press one of these keys to enter the operator:

+ add

- subtract
* multiply
/ divide

For example, if you press the number you entered (32) followed by the plus
sign moves to the bottom of the Tape field. The Calculator inserts the decimal
point (and the following zeros if you are working with round numbers).

The subtraction operator works the same as those on adding machines. Press
+, a number, and

3. Enter the second numb#88. It appears in the Entry field as you type and
moves to the bottom of the tape when you pErgsr. The calculation is then
made and the total (131.00) followed by two asterisks (**) is shown at the
bottom of the tape.

4. If you want to start a new tape, pré4sor C to clear the tape before you start
another calculation.

Making a String of Calculations

You can make consecutive calculations, using the running total from each previous
operation.

1. Enter the first number of the calculation to reset the current total. The new
total appears on the tape.
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2. Type the operator you want to use (do not pegder). The number you
typed in step 1 and the operator appear in the Tape field.

3. Enter the second number. The calculation is made and the total is displayed at
the bottom of the tape. This total is used to start the next calculation.

4. Type the second operator (do not piester). The last total is recalled from
memory. The operator is then displayed in the Tape field behind the last total.

5. Enter the next number. The calculation is made and the new total is displayed
at the bottom of the tape.

Repeat steps 2-5 until the calculation is complete.
As new calculations are displayed at the bottom of the Tape field, the previous
numbers and operators scroll up the display area to make room. When the Tape

field is full, the numbers scroll off the top of the display area.

To repeat the last calculation, using the same operator and number, press the same
operator key again. You can repeat this operation indefinitely.

Execute an Operating System Command

You can execute an operating system command from any field in OPEN
SYSTEMS Accounting Software.

Follow these steps to execute an operating system command:

1. From the Other pull-down menu, selegecute an Operating System
Command.

2. Enter the command you want to execute.
3. Use theProceed(PgDn) command to execute the operating system

command. If the operating system command works properly, the message
Press F7 to exitappears.
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If the system issues a return value (an error message), see the operating
system manual for information. If an error message appears, you must exit
from OSAS before you can execute any more operating system commands.

4. Pres$-7to go to the field where you accessed Other commands.

CALL a BBx Program

From any field, you can call any BRrogram that does not require variables to be
passed to it.

Follow these steps to call a BBx program:
1. Use theOther (F4 twice from a menui-4 once from a field) command.
2. SelectCall a BBx Program from the menu.
3. Enter the program you want to call.
4. Enter the parameter (if any) for the program.
5. Use theProceed(PgDn) command to start the program.

6. Presgnter to return to the field where you accessed Other commands.
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Product Suggestions

From any field, you can make, edit and save suggestions for improving the product.
If you have a suggestion, fax or mail it to Open Systems.

SelectProduct Suggestiondrom the Other Commands merfed(twice from a
menu,F4 once from a field). The function screen appears.
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Field Definitions
Field Description
Suggestion This number identifies the suggestion. Identification numbers

start at 0001. If you want to create a new suggestion, press
Enter; the editor creates a new suggestion number one unit
higher than your last number (if any). If you want to recall a
suggestion for editing, enter the number of the suggestion.

Application Enter the application you want to make a suggestion for.
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Field Description
Version Enter the version number of the application (4.5, 4.53, etc.).
Menu ltem Enter the name of the menu item you want to make a

suggestion for.

Status The cursor moves to this field when you enter the number of a
suggestion you want to recall. If the suggestion has not been
printed,N is displayed. If the suggestion has been prirites,
displayed. You can change the print status of the current

suggestion.

LastModified The last creation and/or last edit date of the current suggestion
is displayed.

Description Enter the description of the suggestion.

When you have finished creating or editing a suggestion, save your engyizr (
and exit to the Main menu.

Applications Options Inquiry

D-8

Use the Applications Options Inquiry utility to view the options for any
application.

SelectApplications Options Inquiry from the Other Commands meritd(twice
from a menuF4 once from a field).

After you enter the application ID, the options and interfaces selected for the

application appear. When you are finished viewing the information, press any key
to continue.
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Global Inquiry

Use the Global Inquiry command from the Other Commands menu to gather
information from all the OSAS files (and applications) with a common field.

To produce a list of the windows, use the Global Inquiry Window List function. To
produce a report of occurrences where links between windows are not continuous,
use the Global Inquiry Window Audit Report function.

The options on the Global Inquiry menu are set up in the PARAM table in the
Application Tables function. Each option is assigned a window ID, whose
characteristics were either installed with Resource Manager or set up in the Global
Inquiry Definitions function. You need tlele Descriptionamanual when you use

this function.

Setting up a Global Inquiry window is similar to setting up a report in Report
Writer. If you are not familiar with Report Writer or the operations associated with
Business BASIC, consult your value-added reseller when you add or change a
Global Inquiry window.

You can use the Global Inquiry Definitions and Application Tables functions to
establish and update information about Global Inquiry window IDs. A simple
installation accomplishes the same tasks. As a result, when you use the Global
Inquiry command, the windows should be set up and logically connected to each
other, with convenient categories (usually named after applications) as options. At
that point you are ready to choose an option.
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SelectGlobal Inquiry from the Other Commands merd(twice from a menu,
F4 once from a field); then select an application. A window appears.
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In the window above, the user selected Accounts Payable from the Global Inquiry
menu. The window that appears lists the vendors, by vendor ID, and the total
amount due.

Because of the way the window is set up, the user can access five other windows:
one that displays accounts payable invoices, one that displays invoice history, one
that displays paid invoices, one that displays accounts payable transactions, and
one that displays miscellaneous vendor information.

From Global Inquiry, you can use tteher (F4) command to access the Global
Inquiry menu again.

To look up and select a previously accessed window, usaghey (F2)

command. The sequence number and description represent the window IDs that
you have accessed with the Global Inquiry command.
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For example, when you use tB¢her (F4) command, the Global Inquiry

command, and then the Inventory option, window A appears. When you use a
command at the bottom of the screen, window B appears. When you use a
command at the bottom of the screen, window C appears. You continue to use
commands until you reach window G. (Windows are not lettered like this; they are
lettered in the example to simplify the model.)

If you wanted to return to one of the previous six windows that were displayed, you
could use the Global Inquiry command again, but a simpler route would be to use
thelnquiry (F2) command, where you would find six sequence numbers: 001001,
001002, 001003, 001004, 001005, 001006. Each number would appear with a
description of a window: 001001 would be paired with the description of window
A; 001002 would be paired with the description of window B, and so forth. In the
window you could move the prompt (>) to the number that corresponds to the
description of the window you want.

The sequence number’s notation carries two pieces of information: the number of
times you used the Global Inquiry command and the number of windows you
accessed.

As explained above, the number 001002 provides two details: you have used the
Global Inquiry command only once (001), and this window was the second
window you accessed during the usage of the Global Inquiry command. Therefore,
001002 indicates the second window you accessed during your first usage of the
Global Inquiry command.

Had you used the Global Inquiry command to select the Payroll option in window
7, the sequence number of the window that appeared would be 002001. Every time
you enter Global Inquiry, the numbering starts at 001001, regardless of the
sequence numbers the window had before.

If you access more than 999 windows under the same use of Global Inquiry (for
example, the first use), the counter turns back to 001000. If you use the Global
Inquiry command more than 999 times before exiting (for example, at the first
window), the sequence number becomes 000001.
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To exit from Global Inquiry at any point, use theit (F7) command. You are
returned to the Access Code window; useiki¢ (F7) command again to return to
the point where you originally used t@¢her (F4) command.

General Information Inquiry

D-12

Use the General Information Inquiry function to view information from the

Accounts Receivable, Accounts Payable, Sales Order, Purchase Order, and Payroll
applications. Depending on which applications are installed, you can view
information about vendors, customers, and employees.

SelectGeneral Information Inquiry from the Other Commands merfed(twice
from a menuF4 once from a field). The function screen appears.
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Field Definitions

Field Name Description
Search For Presé to view information about a vendds,to view

information about a customer, Brto view information
about an employee.

Command Bar Definitions

Command Definition

View detail on/off Pres¥ to toggle the detail display on or off.

Search selection PreSgo change your search selection.

Change sort Pres3to sort the displayed information in a different way.

When you are finished viewing the information, useBRi (F7) command to exit
to the screen or menu you accessed the Other Commands menu from.
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Support Information

Use the Support Information function to view information about whom to contact
for technical support or how to contact your dealer.

SelectSupport Information from the Other Commands meritd(twice from a
menu,F4 once from a field). The function screen appears.
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When you are finished viewing the information, press any key to return to the
screen or menu you accessed the Other Commands menu from.
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User Comments

Use the User Comments function to enter comments or notes.

SelectUser Commentsfrom the Other Commands merid(twice from a menu,
F4 once from a field). The function screen appears.
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Field Definitions

Field Name

User ID

Shared/Private

Ref ID

Inventory User's Manual

Description
The user ID is displayed.

This field appears only if you have set up access codes for
this function. If the comment is shar&HAREDis

displayed. If the comment is privaeRIVATEis displayed
along with the access name.

Enter a reference ID for the comment. You can use
reference IDs to group comments.
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Field Name Description

End Date The workstation date is displayed.

Date Accept the displayed date, or enter a different date.
Comment Enter a comment.

Command Bar Definitions

Command Definition

new Id Pres$ to enter a different user ID.

Ref id Pres® to enter a different reference ID.

end Date Predd to change the end date.

Append Presé to add a comment.

Enter = edit Move the prompt (>) to the line you want to edit and press
Enter.

print Online Pres® to print the comment.

Shared/Private This command appears only if you have set up access codes

for this function. PresE to toggle between shared and
private comments. Shared comments can be viewed by
everyone; private comments can be viewed only by the
person who enters the correct access code.

First Presg- to go to the first comment.
Last Press$ to go to the last comment.
Next Press\ to go to the next comment.
Prev Pres® to go to the previous comment.

When you are finished entering comments, usé&#iie(F7) command to return to
the screen or menu you accessed the Other Commands menu from.
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Inventory Price Calculator
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Field Definitions
Field Name Description
Location ID Enter a location ID.
Item ID Enter an item ID.
Sale Units Accept the displayed unit of measure, or enter a different
unit of measure.
Price ID Enter a price ID (optional).

Customer ID
Cust Level

Sale Date

Inventory User's Manual

Enter a customer ID (optional).
Enter a customer level (optional).

Accept the displayed sale date, or enter a different date.
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Field Name

Sale Quantity

On Hand Qty
Committed Qty
In Use Qty
Available Qty
On Order Qty

LIFO/FIFO Cost

Average Cost

Standard Cost

Base Cost

Calc Unit Price
Calc Ext Price
Base

Quantity

Description

Accept the displayed sale quantity, or enter a different
guantity.

The quantity on hand is displayed.
The committed quantity is displayed.
The in-use quantity is displayed.
The available quantity is displayed.
The on-order quantity is displayed.

This field appears if you elected in the Resource Manager
Options and Interfaces function to show costs in the price
and availability lookup.

The LIFO/FIFO unit cost is displayed.

This field appears if you elected in the Resource Manager
Options and Interfaces function to show costs in the price
and availability lookup.

The average unit cost is displayed.

This field appears if you elected in the Resource Manager
Options and Interfaces function to show costs in the price
and availability lookup.

The standard unit cost is displayed.

This field appears if you elected in the Resource Manager
Options and Interfaces function to show costs in the price
and availability lookup.

The base unit cost is displayed.

The calculated unit price is displayed.

The calculated extended unit price is displayed.
The base level is displayed.

The sale quantity levels are displayed.
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Field Name Description
Unit Price The calculated unit price for each quantity break is
displayed.

Command Bar

This window has no command bar.
Saving and Exiting

To return to the Price and Availability screen, usegki¢ (F7) command.
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Price Calculator Window
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Field Definitions

Field Name

Location ID
Iltem ID
Price ID

Customer ID

Inventory User's Manual

Description

Enter a location ID.
Enter an item ID.
Enter a price ID.

Enter a customer ID.
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Field Name

Cust Level

Sale Date

Sale Quantity

Sale Units

Calc Unit Price
Calc Ext Price
Base

Quantity

Unit Price

Command Bar

Description

Enter a customer level

Press Enter to accept the sale date displayed or enter a
different date.

Press Enter to accept the sale quantity displayed or enter a
different quantity.

Press Enter to accept the unit of measure displayed or enter
a different unit of measure.

The calculated unit price is displayed.

The calculated external unit price is displayed.

This window has no command bar.

Saving and Exiting

E-2

You cannot save information in this window. To exit to the Price Calculator, use the

Exit (F7) command.
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A
Abandon function key, 1-29
Access Codes

parameter, 1-9

setting up, 2-12
Account Codes

definition, 2-15

function, 12-9

setting up, 2-15
Account Codes List

function, 14-15

sample, 14-18
Accounts Payable

installation order, 2-3

interface, 2-9, 2-10, 5-3
Accounts Receivable interface, 2-9, 2-10, 5-3, 11-55
adding

items, 3-3

locations, 2-25

lots, 2-30
additional descriptions option, 2-11
adjustment transactions, 3-4
adjustments T accounts, 3-12
alias

alternate, 2-23
allow discounts on serialized items option, 2-12
alternate items

alias, 2-23

bar code, 2-24

customer IDs, 2-23

IDs, 2-23

setting up, 2-23

superseded, 2-24

vendor IDs, 2-24
alternate units of measure, 2-21
Analysis Reports menu functions, 1-6

Inventory User’s Manual

Applications Options Inquiry, D-8
available quantity, 2-28
average cost
definition, 2-29
method, 2-9
average price, 2-28

B
backing up
data files, 2-33
operating system commands, 2-33
programs, 2-33
using Resource Manager, 2-33
Backup function, 2-33
bar codes, 2-24
base applications
definition, 1-3
base cost, 2-29
base price, 2-28
batch IDs, 3-17
Batch List
function, 10-33
producing, 3-20
sample, 10-36
bell
turning on or off, 1-14, 1-30
Bill of Materials/Kitting interface, 2-9, 2-10, 2-21
bin information
setting up, 2-30

C

Calculate Reorders, 3-15
EOQ method, 3-16
forecast method, 3-16
function, 6-3
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min/max method, 3-16
Calculator

consecutive calculations, D-4

description of, D-1

making calculations, D-4
Call a BBx Program, D-6
carrying cost, 2-18
changing

costs, 3-22

prices, 3-22
check for alias on reports option, 2-12
Code Maintenance menu functions, 1-6
codes

setting up, 2-5
COGS adjustments, 5-67

circumstances, 3-13

posting, 3-13

T accounts, 3-14
Command help, 1-13, 1-29

closing window, 1-13, 1-29
commands

in-field editing, 1-31

report, 1-34

scroll region, 1-35
company parameter, 1-9
conventions

report, 1-37

user's manual, 1-7
conversion factors, 2-22
converting

deleting source files, A-3

effect on modifications, A-1

erasing existing files, A-4

error log, A-4

from previous versions, A-1

pausing for problems, A-4

prerequisites, A-1

to version 5.21, A-3
cost

changing, 3-22

history, 2-29

in transactions, 3-9

variance, 3-13
Cost Changes

function, 9-7

log, 9-10

IX-2

Cost Makeup Codes List
function, 14-23
sample, 14-26

Cost Variance Report
function, 7-19
sample, 7-22

costing method option, 2-11

costing methods
average cost, 2-9
choosing, 2-9
FIFO, 2-9
LIFO, 2-9
standard cost, 2-9

Costs and Vendors
function, 4-49

costs in sale transactions option, 2-11

Ctrl + F function key, 1-30

Ctrl + G function key, 1-14, 1-30

Ctrl + V function key, 1-30

cursor
moving up or back one field, 1-30
selecting item, 1-33

customer IDs
alternate, 2-23

Customer Levels
definition, 2-14
function, 12-5
setting up, 2-14

Customer Levels List
function, 14-7
sample, 14-10

customer support, 1-3

customer-level pricing
setting up, 2-29

D
daily tasks, 3-3
Daily Work menu functions, 1-5
Data File Conversion
screen, A-3
steps, A-3
default frozen quantities, 3-18
default location information
setting up, 2-26
defining types of inventory items, 2-5
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delete entering prices for sales transactions option, 2-11
files, 3-24 EOQ
information on a screen, 1-29 definition, 2-28
line item, 1-35 method, 2-29
Detail History for calculating reorders, 3-16
function, 4-17, 4-21 overriding cost information, 2-29
detall history option, 2-11 error log
detail lookup command, 1-34 conversion, A-4
discounts on serialized items option, 2-12 error messages, B-1
Down Arrow Esc
inquiry command, 1-33 Command help, 1-13, 1-29
report command, 1-35 inquiry command, 1-33
scroll region command, 1-35 exceptions, 3-18
Execute an Operating System Command, D-5
E exit

edit line item, 1-35 from inquiry window, 1-33
End from report to menu, 1-34
from screen or window, 1-13, 1-30

inquiry command, 1-32
extended cost, 2-29

report command, 1-34
scroll region command, 1-35

Enter F
data, 2-13 F1 function key, 1-13, 1-18, 1-29
customer levels, 2-14 F2 function key, 1-29
establishing account codes, 2-15 F3
establishing locations, 2-18 function key, 1-29
product lines, 2-14 scroll region command, 1-35
sales categories, 2-14 F4
setting up forecast types, 2-15 function key, 1-13, 1-29
setting up item IDs, 2-20 F5
setting up makeup codes, 2-16 function key, 1-29
setting up price structures, 2-18 F6
setting up user-defined fields, 2-17 function key, 1-30
tables, 2-13 F7
user-defined field sorts, 2-17 inquiry command, 1-33
exceptions for physical inventory, 3-18 report command, 1-34
inquiry command, 1-33 F8 function key, 1-30
location transfers, 3-10 FIFO, 2-9
physical counts, 3-20 File Maintenance menu functions, 1-6
scroll region command, 1-35 files
transactions, 3-4 deleting, 3-24
lotted items, 3-4 descriptions, C-1
lotted/serialized items, 3-4 purging, 3-24
serialized items, 3-4 source, A-3
serialized/lotted items, 3-4 forecast method for calculating reorders, 3-16
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Forecast Types
function, 12-13
screen, 12-14
setting up, 2-15

Forecast Types List
function, 14-19
sample, 14-22

Freeze Quantities
function, 10-7
when to, 3-19

function keys
Ctrl + F, 1-30
Ctrl + G, 1-14, 1-30
Ctrl +V, 1-30
Esc, 1-13, 1-29
F1, 1-29
F2,1-13, 1-29
F3, 1-29
F4, 1-29
F5, 1-29
F6, 1-30
F7,1-13, 1-30
F8, 1-30
PgDn, 1-30
PgUp, 1-14, 1-30
Shift + F2, 1-30
Tab, 1-14, 1-30
Up Arrow, 1-30

G

general information
setting up, 2-20

General Information Inquiry function, D-12

General Ledger
installation order, 2-3
interface, 2-9, 3-21

Generate Purchase Requisitions, 3-17
function, 6-11

GL accounts
setting up, 2-28

GL adjustments
posting, 3-13

GL Adjustments Journal
function, 5-67
producing, 3-12

IX-4

sample, 5-70
GL Adjustments log, 5-
Global Inquiry comman
goods received status
purchase transact
Gross Profit Analysis R
function, 8-19
sample, 8-22

H
Help function key, 1-29
Home

inquiry command,

74
d, D-9

ions, 3-7
eport

1-33

report command, 1-34
scroll region command, 1-35

|
IDs
setting up, 2-5
INAIxxx file
purging, 3-24

Information function key, 1-30
Information Inquiry menu functions, 1-5

Information menu

accessing, 1-30
INHIxxx file

purging, 3-25
INHSxxx file

purging, 3-25
INLHxxx file

purging, 3-25
INLTxxx file

purging, 3-24

INPDxxx table, 2-14, 11-66

INPPxxx file

purging, 3-24
Inquiry

function key, 1-29

partial-key, 1-32, 1-33

inquiry commands
Down Arrow, 1-33
End, 1-32
Enter, 1-33
Esc, 1-33
F7, 1-33
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Home, 1-33

Ins, 1-33

PgDn, 1-32

PgUp, 1-32

Up Arrow, 1-33
Ins

inquiry command, 1-33

scroll region command, 1-35
Insert line item, 1-35

INSHxxx file
purging, 3-25

INSNxxx file
purging, 3-24

installation
conversion, 2-3
methods, 2-3

preparing data
access codes, 2-12
choosing costing methods, 2-9
defining types of inventory items, 2-5
options and interfaces, 2-9
organizing items, 2-5
setting up codes, 2-5
prerequisites, 2-3
INSTDxxx table, 11-66
interface
Accounts Payable, 2-9, 2-10
Accounts Receivable, 2-9, 2-10
Bill of Materials/Kitting, 2-9, 2-10
General Ledger, 2-9, 3-21
Purchase Order, 2-9, 2-10, 3-17
Sales Order, 2-9, 2-10
INUDSxxx table, 11-66
INUSRxxx table, 11-66
Inventory
functions, 4-1
installing, 2-3
inventory search commands, 1-33
Shift + F5, 1-34
Shift + F6, 1-34
Shift + F7, 1-34
Shift + F8, 1-34
Inventory Transactions
function, 5-3
Lot/Serial Number Entry window, 5-30
service items, 5-3
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updated, 5-3
inventory value
setting up, 2-27
invoice status
purchase transactions, 3-7
sales transactions, 3-6
item
adding, 3-3
changing costs, 3-22
changing prices, 3-22
defining types, 2-5
IDs
alternate, 2-23
setting up, 2-7, 2-20
locations
setting up, 2-25
nonserial, 2-5
organizing, 2-5
guantities
setting up, 2-28
updating, 3-25
serial, 2-5
service, 2-5
status, 2-20, 2-27
vs. item location status, 2-26
item description lookup command, 1-34
Item Detail List
function, 13-3
sample, 13-6
Item Locations File Maintenance
Edit Serial Numbers window, 11-48
function, 11-17
screen, 11-19
Item Locations Information Inquiry
function, 4-39
Item Locations List
function, 13-11
sample, 13-14
Item Price Change
function, 9-3
log, 9-6
Iltem Status Report
function, 7-3, 7-7
sample, 7-10
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Item Summary List
function, 13-7
sample, 13-10

Items File Maintenance
function, 11-3

Items Information Inquiry
function, 4-29

J
Jump function key, 1-14, 1-30

K

keeping detail history option, 2-11
keeping lot detail option, 2-11
keeping serial history option, 2-11
kitted item, 2-21

L
last cosf 2-29
Left Arrow
report command, 1-34
LIFO, 2-9
List
function key, 1-30
to printer or file, 1-30
list price, 2-28
location
adding, 2-25
cost information
setting up, 2-29
IDs
setting up, 2-8
information
setting up, 2-26
price information
setting up, 2-28
Location Detail List
function, 13-15
sample, 13-18
Location Transfers
entering, 3-10
function, 5-37
Locations
definition, 2-18

IX-6

function, 11-51

setting up, 2-18
Look Up inquiry command, 1-33
lost status, 2-31
lot

adding, 2-30

information

setting up, 2-30

lot detail option, 2-11
Lot History Report

function, 7-27

sample, 7-30
Lot Numbers

function, 4-55
lot-item lookup command, 1-34
lotted items, 2-21, 2-29, 3-4
lotted/serialized items, 2-29, 3-4

M
Maintenance
function key, 1-30
makeup codes
setting up, 2-16
manual
conventions, 1-7
organization, 1-7

Master Code Lists menu functions, 1-6
Master File Lists menu functions, 1-6

Menus
conventions, 1-10
Information, 1-30
Other Command, 1-13, 1-29
messages, B-1

min/max method for calculating reorders, 3-16

minimum order gquantity, 2-28
minimum price, 2-28
miscellaneous credit status
purchase transactions, 3-7
sales transactions, 3-6
modifications
and conversion, A-1
Movement Trending Report
function, 8-27
sample, 8-30
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N

new order status
purchase transactions, 3-7
sales transactions, 3-5
nonserialized items, 2-5, 2-20

@)
online editing of quantities option, 2-11
options
additional descriptions, 2-11
allow discounts on serialized items, 2-12
check for alias on report options, 2-12
costing method, 2-11
entering prices for sales transactions, 2-11
keeping detail history, 2-11
keeping lot detail, 2-11
keeping serial history, 2-11
online editing of quantities, 2-11
post detail to General Ledger, 2-11
show costs in price and availability lookup, 2-12
show costs in sale transactions, 2-11
transaction item entry, 2-12
zero-quantity costing method, 2-11
options and interfaces, 2-9
order quantities
setting up, 2-27
ordering cost, 2-18
organizing items, 2-5
OSAS
conventions, 1-8
general information, 1-3
running, 1-8
structure, 1-3
Other Command menu
accessing, 1-13, 1-29
Other Commands
Applications Options Inquiry, D-8
Calculator, D-1
Call a BBx Program, D-6
Execute an Operating System Command, D-5
General Information Inquiry, D-12
Global Inquiry, D-9
Product Suggestions, D-7
Support Information, D-14
User Comments, D-15
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Other function key, 1-29
output device

printer, 1-38
overriding cost information
EOQ, 2-29
Overstock Report
function, 8-7
sample, 8-10
=]
parameters

access code, 1-9
command to start OSAS, 1-9
company ID, 1-9
format, 1-9
general expression, 1-9
order, 1-9
terminal 1D, 1-9
partial-key inquiry, 1-32, 1-33
penalty amount, 2-22
Periodic Processing menu functions, 1-6
periodic tasks, 3-15
calculating reorders, 3-15
procedures, 3-15
perpetual inventory
updating, 3-21
PgDn
function key, 1-30
inquiry command, 1-32
report command, 1-34
scroll region command, 1-35
PgUp
function key, 1-30
inquiry command, 1-32
report command, 1-34
scroll region command, 1-35
Physical Count List
function, 10-37
producing, 3-20
sample, 10-40
Physical Count Valuation Report
function, 10-45
producing, 3-21
sample, 10-52
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physical counts
entering, 3-20
Physical Counts Tag Entry
function, 10-19
Physical Counts Worksheet Entry
function, 10-27
Physical Inventory
batch ID, 3-17
default frozen quantities, 3-18
entering counts, 3-20
exceptions, 3-18
freezing quantities, 3-19
frozen quantities, 3-18
selecting, 3-17
tag numbers, 3-17
tags, 3-19
worksheets, 3-20
zero quantities, 3-19
Physical Inventory menu functions, 1-6
Physical Inventory Selection
function, 10-3
Physical Inventory Tags List, 10-14
Physical Inventory Worksheet, 10-18
post detail to General Ledger option, 2-11
Post GL Adjustments
function, 5-71
log, 5-74
Post Transactions
function, 5-63
log, 5-66
posting
adjustments T accounts, 3-12
COGS adjustments, 3-13
COGS T accounts, 3-14
GL adjustments, 3-13
purchase price variance T accounts, 3-14
purchase price variances, 3-13
purchases T accounts, 3-12
sales T accounts, 3-12
transactions, 3-11
prerequisites, 3-11
transfers T accounts, 3-12
price
changing, 3-22
IDs, 2-21, 11-55
setting up, 2-8
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variance, 3-13
Price and Availability

function, 4-3

Price Calculator window, E-1
Price Calculator, E-1
Price Calculator window, E-1
Price Report

function, 7-11

sample, 7-14
Price Structure List

function, 13-19

sample, 13-22
Price Structures

function, 11-55

setting up, 2-18
Print Physical Inventory Tags

function, 10-11

list, 10-14
Print Physical Inventory Worksheets

function, 10-15

sample, 10-18
printing

reports, 3-26

screen contents, 1-30

tags, 3-19

worksheets, 3-20
Proceed function key, 1-30
Product Lines

definition, 2-14

function, 12-7

setting up, 2-8, 2-14, 2-21
Product Lines List

function, 14-11

sample, 14-14
Product Suggestions, D-7
programs

updating, A-1
Promotional Pricing

function, 11-59

setting up, 2-29, 2-31
Promotional Pricing List

function, 13-23

sample, 13-26
Purchase Order

installation order, 2-3

interface, 2-9, 2-10, 3-17, 5-3
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purchase price variances
posting, 3-13
T accounts, 3-14
purchase requisitions
generating, 3-17
purchase transactions, 3-6
goods received, 3-7
invoice, 3-7
miscellaneous credit, 3-7
new order, 3-7
purchases T accounts, 3-12
Purge Selected Files
function, 9-19
purging files, 3-24
INAIXxx, 3-24
INHIxxx, 3-25
INHSxxx, 3-25
INLHxxx, 3-25
INLTxxX, 3-24
INPPxxx, 3-24
INSHxxx, 3-25
INSNxxx, 3-24

Q
guantities
updating, 3-25
verifying, 3-23
guantities and transactions
description of, 3-8
differences, 3-8
Quantity Cross Verification
function, 9-11
log, 9-14
Quick entry
turning on or off, 1-30

R
Rebuild Item Quantities
log, 9-26
Reorder Processing menu functions, 1-5
Reorder Report
function, 6-7
producing, 3-16
sample, 6-10
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reorders
calculating, 3-15
report commands, 1-34
Down Arrow, 1-35
End, 1-34
Exit, 1-34
F7,1-34
Home, 1-34
PgDn, 1-34
PgUp, 1-34
Right Arrow, 1-34
Tab, 1-34
Up Arrow, 1-35
Reports
conventions, 1-37
including all information, 1-37
limiting information, 1-37
selecting information for, 1-37
reports
printing, 3-26
Reports menu functions, 1-5
Resource Manager
backing up, 2-33
operating systems, 1-3
Options and Interfaces, 2-10
Right Arrow
report command, 1-34

S

safety stock, 2-27

Safety Stock Alert Report
function, 8-3
sample, 8-6

Sales Analysis Report
function, 8-15
sample, 8-18

Sales Categories
definition, 2-14
function, 12-3
setting up, 2-14, 2-21

Sales Categories List
function, 14-3
sample, 14-6

Sales Order
interface, 2-9, 2-10, 5-3, 11-55
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sales T accounts, 3-12
sales transactions, 3-5
invoice, 3-6
miscellaneous credit, 3-6
new order, 3-5
verify order, 3-5
Sales Trending
function, 4-25
scroll region commands, 1-35
Down Arrow, 1-35
End, 1-35
Enter, 1-35
F3, 1-35
Home, 1-35
Ins, 1-35
PgDn, 1-35
PgUp, 1-35
Up Arrow, 1-35
seasonal items

using forecast reordering method, 3-16

serial history option, 2-11

serial information
setting up, 2-30

serial number-item lookup, 1-34

Serial Numbers
function, 4-59

Serialized History Report
function, 7-23
sample, 7-26

serialized items, 2-5, 2-20, 2-29, 3-4

serialized/lotted items, 2-29, 3-4

service items, 2-5, 2-20
adjusting, 5-3

setting up
access codes, 2-12
account codes, 2-15
alternate items, 2-23
bin information, 2-30
codes and IDs, 2-5
customer levels, 2-14
customer-level pricing, 2-29
defining types of inventory items, 2-5
forecast types, 2-15
general information, 2-20
GL accounts, 2-28
installing, 2-3
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inventory value, 2-27

item IDs, 2-7

item IDs and descriptions, 2-20

item locations, 2-25

item quantities, 2-28

location cost information, 2-29

location IDs, 2-8

location information, 2-26

defaults, 2-26

location price information, 2-28

locations, 2-18

lot information, 2-30

makeup codes, 2-16

order quantities, 2-27

organizing inventory items, 2-5

price IDs, 2-8

price structures, 2-18

product lines, 2-8, 2-14

promotional pricing, 2-31

serial information, 2-30

tables, 2-13

units of measure, 2-21, 2-28

user-defined field sorts, 2-17

user-defined fields, 2-17

vendor information, 2-29
Shift + F2 function key, 1-30
Shift + F5 inventory search command, 1-34
Shift + F6 inventory search command, 1-34
Shift + F7 inventory search command, 1-34
Shift + F8 inventory search command, 1-34

show costs in price and availability lookup option, 2-12

show costs in sale transactions option, 2-11

Slow/Fast Movement Report
sample, 8-14
source files
deleting after conversion, A-3
standard cost, 2-9, 2-16, 2-29
Standard Cost Makeup Codes
function, 12-17
Start Over function key, 1-14, 1-30
statuses
goods received, 3-7
invoice
purchase transactions, 3-7
sales transactions, 3-5
item, 2-20, 2-27
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item location, 2-26
lost, 2-31
miscellaneous credit, 3-6
new order
purchase transactions, 3-7
sales transactions, 3-5
verify order, 3-5
Summary History
function, 4-13
superseded alternate items, 2-24
Support Information command, D-14
system messages, B-1

T

T accounts
for adjustments, 3-12
for COGS, 3-14
for purchase price variance, 3-14
for purchases, 3-12
for sales, 3-12
for transfers, 3-12
updating perpetual inventory, 3-22
Tab
function key, 1-30
report command, 1-34
Tables
entering data, 2-13
function, 11-63
INPDxxx, 2-14, 11-66
INSTDxxx, 11-66
INUDSxxx, 11-66
INUSRxxx, 11-66
Tables List
function, 13-27
sample, 13-30
tag numbers, 3-17
tags
and worksheets, 3-18
printing, 3-19
tax class, 2-21
terminal
parameter, 1-9
toggle
between halves of reports, 1-34
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Transaction History Report
function, 7-31
sample, 7-34
transaction item entry option, 2-12
transactions
adjustments, 3-4
costs, 3-9
entering, 3-4
lotted items, 3-4
lotted/serialized items, 3-4
posting, 3-11
purchases, 3-6
relationship with quantities, 3-8
sales, 3-5
serialized items, 3-4
serialized/lotted items, 3-4
Transactions Journal
function, 5-55
producing, 3-11
sample, 5-58
Transfers Journal
function, 5-59
producing, 3-11
sample, 5-62
transfers T accounts, 3-12
Trend Analysis Report
function, 8-23
sample, 8-26
types of inventory items, 2-5

U

units of measure, 2-21
alternate, 2-21
base amount, 2-22
penalty amount, 2-22
setting up, 2-21, 2-28
Up Arrow
function key, 1-30
inquiry command, 1-33
report command, 1-35
scroll region command, 1-35
Update Perpetual Inventory
function, 10-49
log, 10-37
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updating
perpetual inventory, 3-21
T accounts, 3-22
programs, A-1
upgrading from previous versions, A-1
User Comments function, D-15
screen, D-15
user’'s manual
conventions, 1-7
organization, 1-7
User-Defined Field Sorts
function, 12-23
setting up, 2-17
User-Defined Field Sorts List
function, 14-31
sample, 14-34
User-Defined Fields
function, 12-19
setting up, 2-17, 2-21
User-Defined Fields List
function, 14-27
sample, 14-30
utilities
Applications Options Inquiry, D-8
Calculator, D-1
Call a BBx Program, D-6
Execute an Operating System Command, D-5
General Information Inquiry, D-12
Global Inquiry, D-9
Product Suggestions, D-7
Support Information, D-14
User Comments, D-15

\%

Valuation Report
function, 7-15
sample, 7-18

variance
cost, 3-13
price, 3-13

Variance Report
function, 10-41
producing, 3-20
sample, 10-44
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vendor ID
alternate, 2-24
vendor information
setting up, 2-29
Verification function key, 1-30
verifying
order status, 3-5
guantities, 3-23
View inquiry command, 1-33

W
weight of item, 2-21
worksheets
and tags, 3-18
printing, 3-20

Y

Year-End Maintenance, 3-23
function, 9-15
log, 9-18

z

zero quantities for physical inventory, 3-19
zero-quantity costing method option, 2-11
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