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Welcome to OSAS®

The OPEN SY STEMS A ccounting 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.

OSAS Overview

Resource Manager

The Resource Manager application is the foundation or shell of OSAS; it provides
the operating environment that holds the other applications. Resource Manager
also includes three powerful business features: Global Inquiry, Executive
Information Summary (EIS) and Print Manager. With Global Inquiry, you can drill
around your accounting datato find selected information throughout your system.
With EIS, you can access company information quickly and view summaries of all
aspects of acompany or a group of companies. With Print Manager, when you
print reportsto file, your reports can be stored, sorted, printed, and searched for
specific text.

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: General Ledger, Accounts Payable, Purchase Order, Accounts
Receivable, Sales Order, Payroll, and Inventory.
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Welcome to OSAS® Introduction

OSAS Versions 6.1 and Higher

1-4

You can use OSAS versions 6.1 and higher in text (or character-based) mode on
any supported operating system.

In Windows environments, you have the choice to use either the text version or the
graphical version. While the interface is different in the two versions, the functions
in both versions are the same in screen layout and in function. The OSAS user's
manuals show screensin the graphical format. You should be able to apply the
information shown in the graphical examples to the text version with ease.

For specifics on using the graphical version of OSAS, turn to page1-11.

For specifics on using the text version, turn to page 1-33.
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The Inventory System

The Inventory application helpsyou control and keep track of theitems you stock.

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

Use the Items function to enter information specific to theitem, and use the Item
L ocations 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 functionsto view (not change) information about
items: prices, transaction and historical records, general information, aternate

items, units of measure, location and bin information, costs, vendors, ot numbers,
and serial numbers.

Daily Work
Once you establish the codes and | Ds through the File Maintenance and Code
Maintenance functions, you can use the Daily Work functionsto 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 reguisitions.

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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The Inventory System Introduction

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 aperiod 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
Usethe 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
Usethe Master File Lists functionsto 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 manua 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
The Inventory User’s Manual is divided into the following sections:

e “Introduction” provides an overview of this application and the OSAS system,
and the basic functionality of the application including graphical and text-
based application features, and function key references.

o “Application functions’ explains the functions within the application: where
each function fits within the application, and how to use each function to get
the most out of the application.

Mouse Conventions

The standard mouse has two buttons, left and right, each performing certain
functions. In this manual, we use these termsfor using the mouse: click, right-click,
double-click, and deselect.

The clickisasingle 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 isasingle 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 istoo 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 deselect an 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, aclick
refersto a single press of the right mouse button, while the term right-click refers
to asingle press of the left button, and so on.

OSAS Conventions

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

Running OSAS

OSAS runsin an operating system supported by 150 megabytes of permanent
storage and 4MB of RAM. You may need additional space or memory, depending
on the size of your datafiles and the operating system you use. Consult your
reseller for more information.

Starting OSAS

To start OSAS on a computer running Windows, double-click the OSAS shortcut
on the desktop or in the appropriate folder.

To start OSAS on an operating system other than Windows, enter osas at the
operating system prompt.

The osas command can recogni ze three parameters: -t, -c, and -a.
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Introduction Conventions

Theterminal 1D (-t) istheidentification code assigned to the termina you are using
to work with OSAS. On multiuser systems each terminal usually has adefault 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 isvalid only if you are using Resource Manager for LANS.

The company ID (-c) istheidentification code assigned to a company. If your
system carries two or more companies and you do not enter acompany 1D, the
menu of the company entered by thelast person who used the termina appears.

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

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

osas-t T2 -c B -a selena
In UNIX you can enter the parametersin any order, and you can use any

combination. You must |eave a space between the parameter mark (-t, -c, or -a) and
the parameter itself.

In Windows you can click on the shortcut’s properties and, in the Target field, enter
your access code and your company I1D. For example, using selena as your access
code and H as your company 1D, enter

C:\osas\progRM\osastm.exe -m4096 -tT0O -nTOO - -aselena -cH

In the Windows icon properties, the parameter marks (-m, -t, or -n) can be entered

in any combination but must be before the separation dash. The access code and
company 1D commands (-a and -¢) must be entered after the separation dash.

GUI/Text Command Conventions
When you see the phrase “ use the Proceed (OK) command” in the user’s manuals,

you can press the PgDn key in either text or graphical mode. In graphical mode,
clicking the OK button has the same effect as pressing the PgDn key.
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Conventions Introduction

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 or Linux, theText
menu appears.

If you are using the Resource Manager for Windows, you can choose between the
Text menu, the Graphical menu, or the Start-style menu. In Windows, use the
Workstation Configuration Defaults function (see the Resource Manager User’s
Manual) to select the style of menu you want displayed by default, or you can press
Shift-F5 to toggle between the menu styles from any menu. You can use any of the
menus regardless of whether you use the text or graphical modesfor the OSAS
functions.

Favorites Menu

The Favorites menu operates in any of the menu 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 perform tasks in several
applications, such as Transactions and Cash Receipts in Accounts Receivable, GL
Account maintenancein General Ledger, and Price and Item Inquiry functionsin
Inventory, you can set up a Favorites menu rather than moving between each
application’s menus. Once you have set up your Favorites menu, you can open a
function for use with one press of the Enter key or the click of a mouse button.

Favorites Menu: Graphical Style

1M Fea Lok swra

For asample of the Start-style favorites menu, see page 1-21. For a sample of the
text favorites menu, see page 1-35.
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OSAS Graphical

In a Windows environment, you can choose from two types of graphical-style
menus. The standard Graphical menu features application selections that resemble
many Windows functions. The Start-style menu is named because of its functional
resemblance to the Start menu in Windows 95, 98, NT and 2000.

Both graphical menus provide pull-down menus, convenient tool buttons and easy
access to your installed applications and their functions using either the mouse or
keyboard. The two graphical menus provide you with avisual choicein your
interaction with OSAS and your data.

When you select an application in either graphical OSAS menu, the application’s
main menu, presenting several related functions, is displayed beside the OSAS
menu. Selecting a function leads you to either afunction screen or another menu.

Several commands are available within the menu to perform varioustasks such as
changing the system date, entering access codes, switching between sample data

and live data, and so on. You can perform these menu commands in these ways (if
abutton or pull-down menu selection is muted or gray, it is not available for use):

»  click the appropriate graphical tool button
*  select the command from a pull-down menu
»  presstheassociated keyboard hot key

If you use the graphica menu, you can select application menus and functions by
clicking the function or menu name on the menu, or by highlighting your choice
and pressing Enter.

If you choose the Start menu you can select applications from the Main menu by
using the arrow keysto highlight your choiceand pressing Enter, by clicking the
selection, or by holding the mouse cursor over the selection until the menu appears.

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 the previous menus.
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Introduction

1-12

Graphical Main Menu
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You can exit from a Graphical menu in these ways:

»  select abutton from a previous menu
* pressthe Tab key to go to the OSAS menu

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

OSAS
* usetheExit (F7) command to close OSAS
»  select Exit from the pull-down File menu to close OSAS
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Introduction OSAS Graphical

Start Main Menu

You can exit from amenu in these ways:

e presstheleft arrow key to go to the previous menu (one menu up)

¢ hold the mouse over adifferent menu choice

e pressthe Tab key to go to the OSAS menu

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

¢ usetheExit (F7) command to close OSAS

¢ select Exit from the pull-down File menu to close OSAS
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Introduction

Special Commands in Graphical Menus

In either graphical menu, you can right-click on a menu selection to display the
Specia Commands menu, which allows you to perform these specia tasks:

From the standard menus:

*  add afunction or menu to the Favorites menu
»  changeto the Favorites menu

»  changefrom live to sample data and vice versa
» display information about afunction

»  perform special application setup

From the Favorites menu:

* removeafunction or menu

»  changeto the Main menu

»  changefrom live to sample data and vice versa
o display information about afunction

»  perform special application setup

Menu Keys

1-14

Keyboards have a set of function keys (labeled with the letter F and a number),
which can be used to perform certain functionswithin OSAS. In OSAS menus,
these commands are assigned to the function keys.

Key (Command)
F1 (Key Help)

F2 (Favorites Menu)
F4 (Access Code)

F5 (Live/Sample swap)

F6 (Workstation Date)

Operation

Displays the tool buttons and functions keys you can use.
Displays or returns from the Favorites menu.

Displays the Access Code dialog box.

Switches between live and sample data.

Displays the current workstation date and allowsyou to
changeit.
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OSAS Graphical

Key (Command)
F7 (Exit)

F9 (Application Setup)

F10
(Add/Remove Favorites)

Shift-F2
(Application Info)

Shift-F5
(Change menu style)

Shift-F6
(Toggle GUI screens)

Shift-F7
(Toggle GUI scaling)

Pull-Down Menus

Operation

Exits from OSAS.

Performs certain application setup tasks. For example, in
General Ledger, you can select the year with which you
want to work. If Setup isrequired in an application, the
application’s user’s manual will describe its usage.

Adds functions to and deletes functions from your
Favorites menu.

Displays information about the applications you have
installed.

Switch between text and graphical menu styles without
going into Defaullts.

Toggles between graphical screens and text-based screens
for the functions you use.

Toggles screen scaling on and off. When scaling is off (the
default setting), the graphical screens become smaller when
you use higher monitor resolutions.

When using the graphical menus, you can use the pull-down menus and tool
buttons (buttons with graphical iconsin arow below the pull-down menus) to
access functions without using the function keys. While the function keyswork in
the graphical menus, the menu bar and tool buttons offer you a choice in accessing
these functions. Such a choiceiscommon in graphical Windows applications.

Using the mouse, you can either move the cursor to the menu and click once, or
click on atool button for the function desired. Below is a sample of the OSAS pull-
down menu and tool buttons and a description of each.

i, TODOD - OPEN 5¥STEMS® Accounting 5oftware

File Modez Tools

Favorites

Other  Help

P 2 @D EES
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OSAS Graphical Introduction

File Menu
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Tool
Command Button Key Result
Access code F4 Displays the Access Code dialog box. See
@I Access Code dialog box below.
Sample data set F5 Toggles between the Sample Data and the
or Live Data set Live Data.
Workstation date F6 Displays the Workstation date dialog box.
EI See Workstation Date dialog box below.
Exit F7 Exitsfrom OSAS.

Using the Access Code dialog box

To change the access code, enter the codein the field. Then click OK to save your
entry and return to the OSAS menu, or click Exit to abandon the dialog box and
return to the menu.

Using the Workstation Date dialog box
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OSAS Graphical

To set anew workstation date, enter the date in the field, use the up/down buttons
to increase/decrease the date displayed, or click System Date to change the date to
match the operating system date. Then click OK to change the workstation date,
Abandon to restore the original date displayed, or Exit to return to the Main menu.

Modes Menu

[ | Mool [ Fpewns [l Heln
11 Gl Funchom it Pz
Ecade GLI Soywmru. 1Sl e

Tool

Command Button

GUI Functions

Scale GUI
Screens

Tools Menu
Fim Hwie | Jak Spawies [he  Hes
] D [

Tool
Command Button
Calculator
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Key

Shift-F6

Shift-F7

Key

Result
Toggles between GUI function
screens and text function screens.

Toggles scaling of GUI screens on
and off. When scaling is off (the
default mode), the screen sizeis
smaller when you use higher monitor
resolutions.

Result

Displays the Windows calcul ator.
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Favorites Menu
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Command Button Key Result

Change to o F2 Displays the Favorites menu/Main
Favorites \-?I menu. See Graphical Favorites
Menu on page 1-21.

Other Menu
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The Other menu contains a set of utilities. A calculator and Global Inquiry (which
presents data from several applications) are two of the utilities on the Other menu.
See the Resource Manager User’s Manual for information about all of the utilities
on the Other menu.

1-18 Inventory User’s Manual



Introduction OSAS Graphical

Help Menu

Fe Watsr Toe ks Do | e

Tool
R I
Command Button Key esult
Help F1 Displays descriptions of the
il application menus and functions.
About OSAS Displays the About OSAS dialog

box.

Tool Bar Icons
TS EBDERGC

There are threeicons on the tool bar that were not described above.

Tool Button Key Result

Shift-F2  Displaysthe Application Information dial og box.

2

Displays the pop-up calendar screen. You can use the
calendar to add and review reminders for any date.

Opens an MS-DOS prompt.

5]

Displays a screen for calling any BBx program that does
not require variablesto be passed to it. See Appendix F
the Resource Manager User’s Manual.

il
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Other Graphical Menu Features

The graphical menus offer more than shortcuts to menu commands. You can &l so
switch between live and sample data, or change to another company and its data

Set.

Change Company Field

[ R T ll

Select the company to changeto from the pull-down list box.

Data Set

Tue 5
™ Lk Da
= Lanpde Dads

On the Start menu, you can check the L ive Data radio button to work with live
data, or check the Sample Data radio button to work with sample data. Y ou can

also press F5 to change between sample and live data.

Right-Click Menu

1-20

Screen (Key)

Add to/Remove Favorites
(F10)

Change to Favorites/Main
(F2)

Sample data/Live data (F5)
Setup (F9)

Function Information (F1)

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.

Performs certain application setup tasks. For example, in
General Ledger, you can select the year with which you
want to work. If Setup isrequired in an application, the
application’s user’s manual will describe its usage.

Displays information about the selected function.
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Introduction OSAS Graphical

Graphical 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 key (or by selecting Favorites from the
pull-down menu).

Favorites Menu: Start Style

AF Tiarddchand
L Edit Tuncachans

H Trassism Jowmal

To add afunction to the Favorites menu from the main OSAS menus, simply
highlight the function you want to add on the menu and pressthe F10 function key
to add it to Favorites.

To remove afunction from the Favorites menu, highlight the function on the
Favorites menu and press the F10 function key to remove it from the menu.

You can aso use the right-click menu to add a function to Favorites or to removea
function from Favorites.

Graphical Function Commands

Once you select an OSAS application function from the menu, the function screen
appears. Theway that you enter dataon OSAS screensis consistent from function
to function. To move around the OSAS screens you use the function commands
described below.

In OSAS, commands are assigned to various keys on your keyboard, as well asto
certain tool buttons and pull-down menu selections. You can use these commands
to work with data entry screens. If atool button or menu selection appears grayed-
out or muted, the command is unavailable at thistime.
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Function Tool Bar Buttons
RN 2R A ?2€

Tool Button Key Result
F6 Go directly to the appropriate File Maintenance function to
'}@I update information about the field you are in.

F3 Delete the information on the screen. Since this command
can delete an entire record, use it with caution.

%

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

¥
i

Shift-F9  Copy the contents of the current field.

Shift-F10  Paste the contents you copied from a previous field into
the current field.

=

Displays the calculator screen.

B

Displays the pop-up calendar screen. You can use the
calendar to add and review reminders for any date.

F1 Displays information about the field you are in.

‘i

Displays the on-line documentation.

&

Verification Buttons
[ Abarsdion |

Click on the OK button to proceed to the next screen or to saveyour entries, click
on the Abandon button to abandon your entries.

i
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Function Pull-Down Menus

Commands Menu
[owewrak Ec ok [ Heip
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Selection (Key) Operations

Inquiry (F2)

Maintenance (F6)

Proceed/OK (PgDn)
Start Over (PgUp)

Field Up (Up)
Field Down (Down)

Abandon (F5)

Delete (F3)

Jump (Ctrl-J)

Exit (F7)

Inventory User’s Manual

Usethe Inquiry command to display alist of valid entriesfor the
current field, from which you can select a choice.

Go directly to the appropriate File Maintenance function to
update information about the field you are in.

Proceed to the next screen or save your entries.

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

Move the cursor to the previous field.
Move the cursor to the next field.

Move the cursor back to the first field on the screen. Any entries
or changes you made are erased.

Delete the information on the screen. Since this command can
delete an entire record, use it with caution.

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

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

1-23



OSAS Graphical

Introduction

1-24

Edit Menu
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Selection (Key)

Copy (Shift-F9)

Paste (Shift-F10)

Undo (Ctrl-Z)

Modes Menu

Lomeands o | dvgles (B [isi

iy Bt
rE

G
Wiaaly Pl

Operations

Copy the contents of the current field.

Paste the value you copied from a previous field into the
current field.

Restore the contents of the current field from before you
made changes to it.

Check the options you want to use.

Selection (Key)

Verify Exit

Bell

Quick

Verify PgDown

Operations

If verification isturned on, you must press akey twice to
verify that you want to perform exit or abandon operations.

If the bell is turned on, it sounds at an error or when you
must verify acommand.

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 in certain application functions, turn the
option on.

If verification isturned on, you must press the PgDn key
twice to proceed to the next screen or to save your entries.
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Other Menu

[owwarsds EF Mok o ok

£ Cadceiuira
REm e E s pe

Lal aPROVT

Frphe| Supgmrinam
B ppie st [ pors incusy

bl Irgay

Caiots il bl W Popiy
Tt Wl wwaen
Lhirt T ioarre

I3 [ ehluseed Tiva
I [ ks by
Fop Up Csrcis

P 7 s Carwnrd
[T

renosy e Caailsio

Selection

Cadculator

Execute and OS Command

Cal aPRO/5 Program
Product Suggestion
Application Options
Inquiry

Globa Inquiry

General Information
Inquiry

Support Information
User Comments

EIS Dashboard Display
EIS Dashboard History
Pop-Up Calendar
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Operations

Displays the OSAS calculator.

Allows you to enter an operating system command from
within OSAS.

Allows you to execute a PRO/5 program.

Use this function to create a printable report for future
OSAS product suggestions.

Allows you to view the application options you have set up
for aparticular application.

Use this function to search across your data. You can select
from the installed applications which data to search in.

Allows you to search for information on employees,
customers, and vendors.

Displays the OSAS Support Information.

Allows the user to leave messages within the system.
Displays the EI'S Dashboard.

Displays the EI'S Dashboard history.

A remindersfeature that allows you to create and read dated
reminders within OSAS.
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Help Menu
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Selection (Key) Operations

About OSAS Displays the information about your OSAS installation.
Command Help Displays the OSAS Key Help screen.

Help (F1) Get information about the field you are working on.
Online Doc (Shift-F1) Opens your .PDF file viewer to display the documentation

for your particular application.

Information Menu

|hrnates | s
Citres |rhrealer
Custmew [ prevnis
it Harmy
PRy S

The Information menu appears on some function screens in certain applications.
The functions on the menu are determined by the applications installed.
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Scroll Commands Menu
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The Scroll commands menu appears only on screens with scroll regions displaying
multiple lines of information.

Selection (Key)

First Line (Home)

Previous Page (PgUp)

Previous Line (Up)

Next Line (Down)

Next Page (PgDn)

Last Line (End)

Insert (Ins)

Delete (F3)

Jump (Tab)

Inventory User’s Manual

Operations

Moves the cursor to the first data entry field.
Displays the previous page.

Moves the cursor up to the previousline.
Moves the cursor down to the following line.
Displays the following page.

Moves the cursor to the last dataentry field.

Allows the insertion of characters between preexisting
entriesin afield.

Deletesthe selected characters.

Moves the cursor to the next section of the screen in some
functions.

1-27



OSAS Graphical

Introduction

1-28

Inventory Lookup Menu
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If you use the Inventory application and the cursor isin an Item ID field, you can
use any of the I nventory L ookup commandsto search for information about items
and select an item for entry in the field you arein.

Selection (Key)

Alias Lookup (Shift-F3)

Customer/Vendor Lookup
(Shift-F4)

Detail Lookup (Shift-F5)

Lot Lookup (Shift-F6)

Serial Lookup (Shift-F7)

Description Lookup
(Shift-F8)

Operation

Search for items with a specified alias listed as an alternate
item. When you enter the aias, you can use the**” and “?”
wildcard characters to restrict or widen the search.

Search for an item based on customer 1D or vendor ID.
When you enter the customer or vendor ID, you can use the
“* and “?" wildcard charactersto restrict or widen the
search.

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 charactersto restrict or
widen the search: * ? <> =,

Search for an item based on ot number. When you enter the
lot number, you can usethe“*” 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 the “*” and “?” wildcard
characters to restrict or widen the search.

Search for an item based on item description. When you
enter the description, you can use the “*” and “?" wildcard
characters to restrict or widen the search.
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Other Graphical Function Controls

Function Field Inquiry
I 1

When the Inquiry button appears next to afield, you can either click on the button
or pressthe F2 (Inquiry) key.

Graphical Scroll Region Buttons

Use these command in scroll region areas to move between the lines in the region:

Scroll Button Key Result
j Home Moves the cursor to the first line in ascroll region
iy
PgUp Moves the cursor to the previous page of linesin a
ﬁ scroll region
J Up Moves the cursor up one line
F
J Down Moves the cursor down oneline
_
ﬂ PgDn Displaysthe next page of lines in the scroll region
=
End Moves the cursor to the last linein the scroll region

Help Commands

When you use theHelp (F1) command, you can use these commands:

Key Operation
F6 (Maintenance) Edit a help screen.
F7 (Exit) Exit from the help screen and close the window.
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In-Field Editing Commands

When the cursor isin afield that contains information, you can use these keys and

commands:

Key Operation

Right Move the cursor to theright.

L eft Move the cursor to the | eft.

Dd (Delete) Delete the character the cursor ison.

Ins (Insert on/off) Switch insert mode on and off. When the INS flag appears at
the bottom right corner of the screen on the status bar,
charactersyou type push characters after the cursor off to the
side. When insert mode is turned off (OVR appears on the
status bar), 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.

Ctrl-Z (Undo) Restore afield to the way it was before you changed it. You
can use this command only while you are in the field; once
you move past it, you must use the Abandon (F5) command
to clear thefield.

Shift-F9 Copy the contents of the current field.

(Copy fidd contents)

Shift-F10 Paste the value you copied from a previous field into the

(Paste field contents) current field.
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Inquiry Commands

When you use the Inquiry command, several other commands become available
for you to usein the inquiry window.

The Inquiry windows operate in two modes: Search and Sort. You can toggle
between these modes within an Inquiry window by pressing the I ns (Insert) key.
You can also choose the default mode for the inquiry windows by using the
Defaults function on the Resource Manager Workstation Configuration menu.

*  InSearch mode, you can movethrough the keyslisted by typing progressively
larger portions of the key you want to find. For example, when you typeC, the
window displays keys beginning with the letter C. When you next pressA, the
window displays keys beginning with CA, and so on.

* In Sort mode, you can change the order of certain inquiry windows by
pressing the letter key associated with the window sort. You can see the
available sortsin any inquiry window by selecting Command Help from the
Help pull-down menu in the inquiry window.

Note I

You can also shorten your data search by entering a part of the key before you use
the Inquiry command. For example, if you know that the ID starts with JAR,
enter JAR in the ID field before you use the | nquiry command. The inquiry list
will start with JAR and run through the end of the list.

Scroll Button Key Result
— Home Moves the cursor to the first key in the inquiry
ﬁ window.
PgUp Displaysthe previous page of keysin the inquiry
ﬂ window.
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Scroll Button Key Result

ﬂ Up Moves the cursor up one line.

ﬂ Down Moves the cursor down oneline.

- PgDn Displaysthe next page of keysin theinquiry

ﬂ window.
End Moves the cursor to the last key in the inquiry

% window.
Ins Toggle between Search mode and Sort mode.
F7 (Exit) Close the inquiry window without sel ecting anything.
Enter Select the item to which the cursor is pointing.
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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
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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 afunction leads
you to afunction screen or to another menu.

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

*  Usethearrow keysto move the cursor up or down, highlighting the
application you want to use. Then pressPgDn or Enter to select it.
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»  Pressthefirst letter of the application you want to use. The cursor jumpsto the
first application beginning with the letter, pressthe letter key or the down
arrow until the application you want is highlighted. When your choiceis
highlighted, press PgDn 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.

»  Tojump to the first application on the menu, pressHome. To jump to the last
application on the menu, press End.

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

On an application menu you can press PgUp to move to the menu immediately
aboveit. If you are several menu levels away from the Main menu, you can return
to the Main menu by pressing PgUp repeatedly or by pressing theTab key.

You can exit from amenu in these ways:

»  Pressthe PgUp key to go to the previous menu (one menu up)

*  Pressthe Tab key to go to the Main menu
*  Usethe Exit (F7) command to go to the operating system

1-34 Inventory User’s Manual



Introduction OSAS Text

Text 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 key.

Favorites Menu: Text Style

— Favocites Hana - TUL

AP Transsctionsg
gL Edit TERRM&EC 105N
IN Transfers Jouwrrnsl

To set up the text-style display follow these steps:

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

2. PressF10.
You can press F2 to verify your selection was added to your Favorites menu.
To remove an application:

1. PressF2 to display the Favorites menu.

2. Moveyour cursor to the submenu or application you want removed.

3. PressF10.
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Function Keys Used in the Text Menu

Most keyboards have a set of function keys (usually labeled with the letter F and a
number). Within the menu, commands are assigned to these function keys. You can
use the commands to work with data entry screens.

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

Key Operation

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

F1 (Function Help) Displays help information for this function.

F2 (Favorites Menu) Displays the Favorites menu or changes to the regular menu
from the Favorites menu.

F3 (Change Company)  Allowsyou to switch between companies.

F4 (Access Code) Displays the Access Code prompt.
F4 (twice) Opens amenu of utilities. A calculator and Global Inquiry
(Other Menu) (which consolidates and presents information from other

applications) are some of the utilities on the Other Commands
menu. See the Resource Manager User’s Manual for
information about the utilities on the Other Commands menu.

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

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

F7 (Exit) Exits from OSAS.

F9 (Application Setup)  Performs certain application setup tasks. For example, in
General Ledger, you can select the year with which you want
to work. If Setup isrequired in an application, the
application’s user’s manual will describe its usage.
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Key

F10 (Add to Favorites)

Shift-F2
(Application Info)

Shift-F5
(Change menu style)

Shift-F6
(Toggle GUI screens)

Shift-F7
(Toggle GUI scaling)

PgUp (Start over)
Tab (Jump)
Enter

Up or Down

Ctrl-G
(Bell on/off)

Operation

Allows you to add to and delete from your Favorites menu.

Displays information about the applications you have
installed.

Switch between text and graphical menu styles without going
into Defaults.

If you are using the graphical version of OSAS, this command
toggles between graphical screens and text-based screens for
the functions you use.

If you are using the graphical function screens, this command
toggles screen scaling on and off. When scaling is off (the
default setting), the graphical screens become smaller when
you use higher monitor resolutions.

Move back one menu level.

Move back to the Main menu.

Select a menu or function from amenu.

Move the cursor up or down through the menu selections.

If thebell isturned on, it sounds at an error or when you must
verify acommand. To turn off the bell, use this command or
the Defaults function in Resource Manager. To turn the bell
back on, use this command again.

Text Function Commands

Once you select an OSAS application function from the menu, the function screen
appears. Theway that you enter dataon OSAS screensis 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 the letter F and a
number). In OSA S, commands are assigned to these function keys. You can use the
commands to work with data entry screens.

Inventory User’s Manual

1-37



OSAS Text Introduction
Except for the Command Help (Esc) and Jump (Tab) commands and the Enter
key, you can use the Keyboard function in Resource Manager to reassign any
function key to any command.

Key Operation

Esc (Command help) View thelist of commands for the screen you are on and the
field you arein. (To close the window, press any key.)

F1 (Help) Get information about the field you are working on.

F2 (Inquiry) Make a selection from arange of entriesfor afieldif the
Inquiry flag appears at the bottom of the screen.

F3 Delete) Delete the information on the screen. Since this command can
delete an entire record, useit with caution.

F4 (Other) Open amenu 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 the Resource Manager User’s Manual for
information about the utilities on the Other Commands menu.

F5 (Abandon) Move the cursor back to the first field on the screen or to the
first field after the key field. The entries and changes you
made are erased.

F6 (Maintenance) Go directly to the appropriate File Maintenance function to
update information about the field you are inif the Maint flag
appears at the bottom of the screen.

F7 (Exit) Exit from a screen or a window and disregard everything you
entered.

F8 (List) Send the contents of the screen to a printer or atext file.

Shift-F1 (Online Doc) Opens your .PDF file viewer to display the documentation for
your particular application.

Shift-F2 (Information) ~ Open an Information menu. Each selection on the menuis 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.
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Key

PgUp (Start over)

PgDn (Proceed)

Tab (Jump)

Enter or Down

Up

Ctrl-v
(Verification on/off)

Ctrl-G
(Bell on/off)

Ctrl-F
(Quick on/off)

Ctrl-O
(Show function keys)
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Operation

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

M ove the cursor to the next field and accept the data entered.D

Move the cursor up (or back) onefield. 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 thebell isturned on, it sounds at an error or when you must
verify acommand. To turn off the bell, use this command or
the Defaults function in Resource Manager. To turn the bell
back on, use this command again.

If this option isturned 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.

If this option isturned on, the pplicable function keys are
displayed on the screen.
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Help Commands

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

Key Operation

F3 (Delete) Delete the help screen contents. To recover a deleted screen,
copy the xxHELP file from the distribution mediato the /
PROGxx subdirectory (xx is the application D). The copying
process overwrites changes you made to other help screens.

F6 (Maintenance) Edit a help screen.

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

In-Field Editing Commands

When the cursor isin afield that contains information, you can use the following
keys and commands:

Key Operation

Right Move the cursor to the right.

L eft Move the cursor to the | ft.

Dd (Delete) Delete the character the cursor ison.

Ins (Insert on/off) Switch insert mode on and of f. When the I nsert flag appears at

the bottom of the screen, characters you type push characters
after the cursor off to the side. When insert mode is turned off,
charactersyou 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 (Undo) Restore a field to the way it was before you changed it. Y ou

can use this command only while you are in the field; once
you move past it, you must use the Abandon (F5) command.

1-40 Inventory User’s Manual



Introduction

OSAS Text

Key

F10

(Delete to end of line)
Shift-F9

(Copy field contents)

Shift-F10
(Paste field contents)

Inquiry Commands

Operation

Delete the charactersin the field to the right of the cursor. If
insert mode is turned off and you enter a character in the
field'sfirst position, everything in the field is del eted.

Copy the contents of the current field.

Paste the value you copied from a previous field into the
current field.

When you use the Inquiry command, several other commands become available
for you to usein the inquiry window. The Inquiry windows operate in two modes:
Search and Sort. You can toggl e between these modes within an Inquiry window
by pressing the Ins (Insert) key. You can also choose the default mode for the
inquiry windows by using the Defaults function in the Resource Manage.

*  InSearch mode, you can movethrough the keyslisted by typing progressively
larger portions of the key you want to find. For example, when you typeC, the
window displays keys beginning with the letter C. When you next pressA, the
window displays keys beginning with CA, and so on.

» In Sort mode, you can change the order of certain inquiry windows by
pressing the letter key associated with the window sort. You can see the
available sortsin any inquiry window by pressing Esc (Command Help).

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 ID starts with JAR, enter JAR in
the ID field before you use the Inquiry command. Theinquiry list will start with
JAR and run through the end of the list.

Inventory User’s Manual
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Key

PguUp

PgDn

End

Home

Down

Up

Ins (Look up)
F7 (Exit)
Enter

Esc
(View commands)

Inventory Lookup
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Operation

Display the previous page of the window.

Display the next page of the window.

Move directly to the last item on file.

Move directly to the first item onfile.

Move down one item.

Move up one item.

Toggle between Search mode and Sort mode.

Leave the Inquiry window without selecting anything.
Select the item the cursor is pointing to.

Open awindow that shows Inquiry window commands and
the window ID.

If you use the Inventory application and the cursor isin an Item ID field, you can
use any of the I nventory L ookup commandsto search for information about items
and select an item for entry in the field you arein.

Key

Shift-F3
(Alias Lookup)

Shift-F4
(Customer/Vendor
L ookup)

Operation

Search for items with a specified alias listed as an alternate
item. When you enter the aias, you can use the**” and “?”
wildcard characters to restrict or widen the search.

Search for an item based on customer 1D or vendor ID.
When you enter the ID, you can use the “*” and “?"
wildcard characters to restrict or widen the search.
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Key

Shift-F5
(Detail Lookup)

Shift-F6
(Lot Lookup)

Shift-F7
(Seria Lookup)

Shift-F8
(Description Lookup)

Report Commands

Operation

Search for detailed information about an item. You can
enter information in any of the fields that appear, using
these wildcards to restrict or widen the search: * 2 <> =,

Search for an item based on ot number. When you enter the
lot number, you can usethe“*” 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 the “*” and “?” wildcard
characters to restrict or widen the search.

Search for an item based on item description. When you
enter the description, you can use the “*” and “?" wildcard
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)

L eft

Right

Tab (Toggle)

Up/Down

Inventory User’s Manual

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 areport.

Move aline up and down the screen to line up information
when you toggle between halves of areport.
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Scroll Region Commands

When the prompt (>) isin aline-item scroll region, you can use the following

commands:

Key Operation

Down (Next Line) Move down one line item.
Up (Previous Line) Move up one lineitem.

PgUp (Previous Page) Move to the previous screen or to thefirst lineif you areon
the first screen.

PgDn (Next Page) Moveto the next screen or to thelast lineif you are on the last
screen.

Home (First Line) Move to thefirst line item in the entirelist.

End (Last Line) Move to the last line item in the entire list.

F3 Delete the line item at the prompt (>).

(Delete)

Ins Insert aline item at the prompt (>).

(Insert)

Enter Edit the line item a the prompt (>).

(Edit)
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Selecting a Range of Information

Sorting

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

e Toproduce areport 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 vendorsto bein areport, leave theVendor ID
From and Thru fields blank.

*  Tolimit the amount of information in the report, enter the range of
information in the From-Thru fields. For example, if you want areport to
include information only about vendor ACEQOL, enter ACEOO1 at both From
and Thru. If you want the report to includeinformation only about vendors
that start with CO, enter CO at From and COZZZZ at Thru.

Each field where you enter information on areport 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 ACEQ01, the report includes information only about
vendor ACEQ01.

Information for reportsis 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 (unlessthe function provides an option to sort the information
differently).

Sorting by aphabetical codes or IDsisessy. For example, the ID ACL comes
before the ID BB 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 bein a report, you might enter 1 at From
and 20 at Thru, expecting them to belisted 1, 2, 3. . . 19, 20. However, since OSAS
sortsin alphabetical order, they are listed in adifferent order: 1, 10-19, 2, 20, 3-9.

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

Output the Report

1-46

When you use the Proceed (OK) command, the Output Information screen
appears.

To print the report

e Select Printer and choose the printer. On some reports, you can also choose
whether to print the report in standard-size print or in compressed print.

* Click OK (or pressEnter in text mode) to continue.

To view the report in Print Preview mode

»  Select Print Preview and choose the printer. On some reports, you can also
choose whether to print the report in standard-size print or in compressed
print.
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* Click OK (or pressEnter in text mode) to continue.
To save the report as a File

If you want to save the report as a data file—for example, to includeit in aword-
processed report (in CR-LF format)—select File. The data path for the workstation,
including the default drive, appearsif it is specified in the Defaults function. Enter
the filename and file extension, using no more than 35 characters overall.
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Installation

Before You Install Inventory

Make sure your system meets these minimum requirements before you install
Inventory.

The Inventory system needs a minimum of 17 megabytes (17Mb) of disk space to
work correctly with programs, sample data, data dictionaries, system files, and
graphics files. Having more disk space availableis necessary for the data files you
will create and maintain.

The OSAS system requires at least one megabyte (1IMb) of main memory to run.
More memory may be necessary in certain environmentsand operating systems.

Installing Inventory

Usethe Install Applications function in Resource Manager (see the Resource
Manager User’s Manual) to install Inventory. If you intend to use Bill of
Materials/Kitting with Inventory, install it after you install Inventory.

Setting up Inventory

Once you have installed Inventory on your system, you must prepare your data
filesfor everyday use.

You can prepare files for use with Inventory in one of two ways: you can create and
set up your files manually on anew system, or you can convert your old fileswhen
you upgrade from an earlier version. To createfiles on anew system, usethe Data
File Creation function on the Company Setup menu in Resource Manager (seethe
Resource Manager User’s Manual). For instructions on converting your files, see
the Conversion section later in this chapter.

If you plan to use General Ledger, Accounts Payable or Purchase Order with

Inventory, you must install and set up those applications before you set up
Inventory.
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Conversion

If you use an earlier version of OSAS Inventory, you can convert your filesfrom
the older version to the current version.

When you are ready to convert files, use the Data File Conversion function on the
Company Setup menu in Resource Manager (see the Resource Manager User’s
Guide) to upgrade Inventory datafiles You can upgrade from version 3.2, 4.xx,
5.xx, or 6.0x. If you want to convert to version 6.1 from aversion earlier than 3.2,
contact aclient support representative.

Note I

You must install the new version of Inventory beforeyou convert files. You can
replace and update the programs properly only by using the Install Applications
function in Resource Manager.

You must compl ete all month-end and physical inventory tasks before you
convert Inventory.

Before you convert an application’s files, make note of the version number of the
application you are converting from. The Data File Conversion function has no
way of determining the information from within the function.

Before you convert an application’s files, back up your datafiles.

Consider Your Setup

Before you try to convert from your version of Inventory, consider the exact setup
of your system. Since OSAS code can be customi zed, modificationsto your system
might belost if you install anew version of a program or update afile. If you are
not sureif your system isready for conversion, consult your value-added reseller.
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Installation and Conversion

Converting to Version 6.1

Select Data File Conver sion from the Company Setup menu in Resource

Manager. The function screen appears.
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2-6

1. Thesystem displaysall valid OSA S data paths. Select the destination
directory where your new datafileswill reside.

2. Enter the path (drive and directory) that hasthe files you want to convert.Y ou

cannot enter the same path as the path you sel ected as the destination.

3. If you want source files to be erased after conversion, check the box (or enter

Y intext mode); if not, uncheck the box (or enter N in text mode).

4. If you want the conversion process to pause if a problem occurs, check the

box (or enter Y in text mode); if not, uncheck the box (or enter N in text
mode). The system considersfile corruption or evidence of data not
converting correctly a problem.
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10.

11

12.

Enter IN in the Appl column; Inventory appears.

Enter your earlier version number of Inventory, and pressEnter. (You can
determine the version by looking at the copyrights screen when you start
OSAS, or in most versions, by using the Application Information tool button
on the menu screen in graphical mode or by pressing Shift-F2 in text mode.

If datafiles aready exist for Inventory in the intended destination path, the IN
data filesexist. Do you want thistask to erase them? prompt appears. If
you want to erase the existing files and convert the files from the version in
the source path, select Yes (or enter Y in text mode); if not, select No (or enter
N in text mode). If you elect not to erase existing files, you must change your
directory choices so that no conflict exists.

To convert, use the Proceed (OK) command.

The Do you want a printout of error log after each application? prompt
appears. If you want the error log to be produced after files are converted for
each application, select Yes (or enter Y in text mode); if you want thelog to
be produced after filesfor all applications are converted, select No (or enter N
in text mode). If you are converting only Inventory files, your answer to this
prompt makes no difference.

Answer the questions that appear relating to the conversion of the employee
history and last-year files.

If aproblem occurs and you indicated that you want the system to pause when
aproblem occurs, aprompt aerts you. To stop the conversion process, select
Yes (or enter Y in text mode). To let the conversion run its course and
investigate later, select No (or enter N in text mode).

When the process s finished, the files are converted. Select the output device
for theerror log.

After conversion is finished and the error log is produced, the Main menu—with
Inventory added—appears.
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Setup Considerations

Follow these stepsto 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.

ok~ wWNE

Defining Types of Inventory Items

Many businesses have avariety 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 itemsidentified by the
item ID and description. Service items are work you perform for your customers—
for example, service warranties and repair services.

Organizing Inventory Items

Itemsin Inventory areidentified 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 1D, 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 theV a uation 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 charactersin a particular order. In the following list
codes and |Ds are sorted from lowest to highest and dashes represent blank spaces:

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

000001

1
The organization of these codesillustrates the following principles:

»  Thesystem reads codes from left to right until it finds something other than a
blank space.

» Itemsthat make up acode are alwayslisted alphabeticdly. Theitems are
listed in this order for each position:

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

Numbers are sorted asif they were |etters. When the first characters of several
IDs are compared, the ID with the smallest first character is placed first in the
list. If thefirst 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 IDsuntil they
arein alphabetical order. For example, in the alphabetical sorting 1D 112
comes before ID 60, since anything that startswith 1 comes before anything
that starts with 6 aphabetically.
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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 IDsthe same length.
If IDsare divided into more than one part, the part should be the same length
in every ID. Do not use spacesto divide I Dsinto more than one part. For
example, use ACE-01 instead of ACE-1.

e If you use numbersfor 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 islessthan 112
alphabetically and numerically.

» Ifyouuselettersin IDs, useeither all uppercase or all lowercase letters so that
the IDs can be sorted correctly.

*  Usedescriptive 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.)

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

»  Toensurethat you can insert new items into a sequence, use a combination of
letters and numbersthat leaves room in the sequence for later additions.

Item IDs

Item IDs, which can be 20 characterslong, identify itemsthroughout I nventory 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, price ID, and item
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 aready have a numbering system, use thefollowing suggestions
to create one:

*  Useasmany of the 20 characters asyou need to establish alogical system, but
use as few characters as possible to identify your items.

»  Leaveroom between IDs so that you can add items.

*  UselDsthat 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 arange of inventory items such as RM0001
through RM0100 to print areport that listsonly raw materials.

Location IDs

L ocation 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 asthe ID. If you do not already have a numbering system, create an
alphabetic or an aphanumeric 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 acharacter 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 |etters 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 I nterfaces
function in Resource Manager.

The FIFO (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.

The LIFO (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 itemsrise,
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.

The average cost method calculates a weighted average cost by dividing the total
cost of al units of an inventory item by the number of units on hand.

The standard cost method is an estimate of costs you set yourself. For example, in
amanufacturing operation the standard cost isthe 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, seethe user’s guides for those applications.

When Inventory isinterfaced with General Ledger, the inventory accounts assigned
to theitemsin locations and in the specified transfer account are updated.
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When Accounts Payable is interfaced with Inventory, you can view information
from Inventory about a purchased or areturned 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 isinterfaced with Purchase Order, the same information is
exchanged as with Accounts Payable. In addition, the INL Dxxx (Location Detail)
file keeps track of quantities on order when you place orders through Purchase
Order.

When Accounts Receivable isinterfaced with Inventory, you can view information
from Inventory about asold or returned item: price, cost, assigned general ledger
account numbers, seriaized 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 isinterfaced with Inventory, the sameinformation is exchanged
as with Accounts Receivable. In addition, the INL Dxxx file tracks the quantity
committed when you place orders in Sales Order.

When Bill of Materialg/Kitting is interfaced with Inventory, you can track the
assembly of raw materialsin an assembly and group several items (otherwise sold
separately) as one. When the assembly is completed, Bill of MaterialgKitting
updates the INL Dxxx file.

Options

To set up each company’s options and interfaces, us the Resource Manager Options
and Interfaces function (see the Resource Manager User’s Manual). IN isthe
application ID.

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

1. Toggleto YES or NO to indicate whether or not you want to interface General

L edger, Accounts Payable/Purchase Order, and Accounts Receivable/Sales
Order.
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10.

11

The interface options work independently of each other.Y ou can respond to
them with any combination of settings.

Toggleto FIFO, LIFO, Average, or Standard to indicate the costing
valuation method you want to use.

Toggleto YES or NO to indicate whether or not you want to allow quantities
to be edited online.

Toggleto Average, L ast, Base, or Standard to indicate the cost you want to
use for zero-quantity items.

Toggleto YES or NO to indicate whether or not you want to enter 1 to 10
lines of additiona text for items.

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

Toggleto YES 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.

Toggleto YES 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.

Toggleto YES 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.

Toggleto YES or NO to indicate whether or not you want to show costs of
itemsin sales transactions.

Toggleto YES 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.

13.

14.

15.

16.

Toggleto YESor NO to indicate whether or not you want the system to check
for aliasesin the Item ID field in reports.

Toggleto Serial/L ot or Lot/Serial to select the order you want to use for your
transaction entry method.

Toggleto YES or NO to indicate whether or not you want to allow discounts
on serialized items.

Toggleto YES or NO to indicate whether or not you want the system to
display costs when you use the price and availability lookup.

Toggleto YES or NO to indicate whether you want to use On-line quantity
sychronization. This option the synch-up of the INQLx and INQTX files.

Setting Up Access Codes

To restrict access to data files, menus, and functionsthat 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 alist of the codes and store it in asafe
place.

3-10
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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 functionsto 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.

NNNNNRPEPRRRRRRRRR
PWONPFPOOONDDORWNMNPOOWONDUAWNE

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
thistable 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 itemsto and help you
analyze sales. They are used in Accounts Receivable and Sales Order to sort detail
sales history.

Select Sales Categoriesfrom the Code Maintenance menu. Then enter each sales
category and a description.

Customer Levels

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

Select Customer Levels from 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 linein many reports, and you can specify the product lines you
want to use when setting up promotiona pricing.
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Select Product Linesfrom 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 anitem. Y ou
can enter an account number for the following general ledger accounts:

+ sdes

+ COGS

* inventory

* work in process

* inventory adjustment

*  COGS adjustment

*  purchase price variance

»  physical count adjustment
»  transfer cost

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

For more information about setting up general ledger accounts, see the General
Ledger User’s Manual.

Select Account Codes from 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 trendsfor your inventory

items. You can set up aforecast typefor seasonal, regular, low-moving, or fast-
growing items.
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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 aforecast 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 Y ou might base your
forecast 100 percent on last month's sales or on sales from one year ago.Y ou 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 salesto grow for the itemsin the forecast type,
you may want to increase the percentage accordingly.

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

Select Forecast Typesfrom the Code Maintenance menu. Then enter each forecast
type code or copy an existing code. Enter a description of each code, aweight
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 equa 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
isusually 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 L ocations function and define the composition of the standard cost for an
item. Examples of standard costs for items are marketing, labor, and distribution
costs.

Select Standard Cost Makeup Codes from 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 optionsin 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 Cal culate Reorders, Item
Price Change, Cost Changes, Physical Inventory Selection, and Freeze Quantities
functions.

Select User -Defined Fields from 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 thefield values. For
example, if disk size isyour 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 afield value and description blank for auser-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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Select User -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 INKY xxx (Alternate Keys) files. If you want to change the sort sequence, you
must back up your datafiles first.

Locations

L ocations are places your items are stored—warehouses, vendors, retail stores,
receiving docks, repair locations, or cities. Location |Ds should convey
information about the location. For example, you might use VNOOO1 as the
location ID for avendor and WHOQO1 as the location ID for a warehouse.

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

Select L ocationsfrom 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 adefault carrying cost
percentage and an ordering cost amount. The carrying cost isthe percentageit costs
you to store the item at the location. The ordering cost is the amount it costs to
place an order from the location.
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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 Structures: Price calculations can take the form of adiscount (based on
a percentage or adollar amount) from several pricing fields or amarkup from
several cost fields. By combining a customer level and the price ID, you can
develop many unique pricing structures.

» ItemLocations (Price Information screen): Since you can sell anitemin
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.

e ItemLocations (Price Information screen): To price items for customer
groups, use customer-level pricing in the Item Locations function.

e Promotional Pricing: Use promotional pricing for short-term specias. You
can specify beginning and ending dates for promotional prices.

Set up price IDsto 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 adifferent price ID is set up at the location level
from the price ID set up at theitem level, the price ID set up at theitem level isthe
default. You can also assign aprice ID to atransaction in the Inventory
Transactions function.

Select Price Structuresfrom the File Maintenance menu, and enter aprice ID or
copy an existing ID. Then enter a description of the price D, acustomer 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 acustomer level is not found when the priceis cal culated, the default customer
level NONE is used.

Item IDs and Descriptions

Item IDs and descriptionsidentify the inventory item and are used throughout
Inventory.

To savetime, set up oneitem first, following all the steps through Serial
Information later in this chapter. Then when you enter new items, use the Copy
From window to copy any of the following information:

e  alternateitems

e user-defined fields

e location information

*  priceinformation

*  customer-level pricing

e cost summary information
*  vendor information

. bin information

Select Itemsfrom 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 |nformation, Units of
Measure, Alternate Items, and Item L ocations screens, see the explanation of those
screens below.

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

Inventory User’s Manual



Setup

Entering Your Data

General Information

The information you set up on the General Information screen isused at theitem
level and is not associated with alocation.

1.

2.

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 Materialg/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 lotsfor theitem, you must set theflag 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, thisflag must be set to YES.

Enter the smallest unit of measure for theitem, which is your base unit of
measure. Initially the base unit is aso 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 lineto 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 measureis EACH, you might use the following alternate
units: aBOX of 10, a PKG (package) of 100, aCARTN (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 acarton, you might add a penalty to the
price because you haveto sell part of acarton.
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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 sal e rather
than per unit.

Make sure that your base unit of measureisset up. Then enter each unit of measure
and aconversion factor for each unit of measure.

To charge apercentage that appliesto the fraction of the units sold, enter %. To
charge adollar amount that applies to the entire sale, enter $. Then enter the
percentage or the dollar amount of the penalty.

Alternate ltems

Alternate items store additional identification about an item.Y ou can choose to
enter an dternateitem ID, customer identification, alias identification, a
superseded part number, abar code, and vendor identification for an item.

Alternate Item ID

If you have itemsthat 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 areinterfaced with Inventory, you can assign
customer IDsto an item. For example, if acustomer uses PS145 asthe
identification for plumbing supplies, but your item ID is 700, you set up PS145 as
the customer 1D on the Alternate Items screen. Then when the customer callsto
order more PS145 and you enter item ID PS145, a message gives you the inventory
item ID 700.
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Note I

When you set up customer alternates, you must enter the customer 1D in the
source field.

Alias

An diasisanother namefor an item. You can define an alias as an aternate for any
inventory item. For example, you might use an dlias as an aternateif item 700 is
also known as plumbing supplies. When you enter plumbing suppliesasanitem D,
amessage lets you know that plumbing suppliesis an alias for item 700.

Superseded

Superseded aternates 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
superseded in the Items function. The system will not find superseded alternates
unless the status of the item is superseded.

Bar Code

If you use bar codes, set up the bar code alternate to record the identification
number for anitem. Then whenever abar code is scanned or enteredin an item ID
field, theitem ID appears.

Vendor ID

If Accounts Payable/Purchase Order are interfaced with Inventory, you can assign
vendor IDsto an item. For example, if avendor uses VC200 as theidentification
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 1D
300.
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Note I

When you set up vendor alternates, you must enter the vendor 1D in the source
field.

For each alternate you set up, you can define astart date and an end date. If you
want to keep the aternate indefinitdy, leave the fields blank.

ltem 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 onelocation
first, following all the steps through Serial Infor mation later in this chapter. Then
when you assign additiona locations, use the Append L ocation window to copy
any of the following information:

*  priceinformation

*  customer-level pricing

e cost summary information
»  vendor information

e bininformation

To add locationsto the item you are working with, pressA; the 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 bel ow.
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If you did not identify the item as alotted or aserialized 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
theitem location level.

1. Enter the default vendor ID.

2. Enter the default bin number. It appearsin Physical Inventory reports and on
picking dlips.

3. Enter the default price ID.

4. Enter the number of days it takes the default vendor to ship theitem to you.
The default lead timeis 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 isthe primary source (the item location status
is dependent on the item status). For example, if you want to change the status
of an item from active to discontinued, the only place you need to change the
statusis at theitem level. When you change the status of theitem to
discontinued, all the statuses for theitem at thelocation level will be
converted to discontinued.

Thefollowing list shows the relationship between the item status and theitem

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 theitem 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, theitem
location status can be obsolete or superseded. If theitem 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 obsol ete status.

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

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

Inventory Value
Theitem 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 onetime. It isused in the Reorder Report when you usethe
Min/Max calculation method.
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e Theorder 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
calculatereorders, fill in an order point for the item.

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

*  TheEOQ isthe quantity you want to order weighted against the cost to place
an order versusthe cost to carry additional stock to inventory. EOQ is used in
the Reorder Report when you use the EOQ cal cul ation method.

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

GL Accounts

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

Item Quantities

Enter the in-use, committed, and on-order quantities for theitem location. The
available guantity (on hand minus committed minusin 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 theitem, the price information you enter here will
override any other priceinformation 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 levelsto 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 pricesto 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 aweighted 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 quantities are already assigned to theitem, you can enter cost detail information,
but you will not have arecord 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 theitem. The
extended cost is calculated.
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For lots, enter the lot number associated with theitem. 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 1D; the name of each vendor; the number of daysit takesthe
vendor to ship theitem 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 theitem islocated. 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 bein both lot A and lot B.
A lot can also have many serial numbers, but the same serial number cannot bein
bothlot A and lot B.
Use the Cost Information screen and the Lot Information screen in the Item
L ocations function to enter quantities for lots. (You can also enter quantitiesin the

Inventory Transactions or Location Transfers functions.)

Enter the lot numbersin 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 status sold is displayed until you enter on-hand quantities
for the lot. Then the status changes to available. If you add lots for your history
records that are past the expiration date, the statusexpired is displayed. If you add
lots for historical purposesand all the quantity buckets are at zero, the status sold is
displayed.

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

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

Serial Information

Usethe Serial Numbers screen in the Item L ocations function to enter quantities for
serial numbers. (You can also enter quantities in the Inventory Transactions or
L ocation 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, acomment 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 enter alost status for your
historical records without affecting the on-hand quantity. However, if you change
the status of a seria item to lost after quantities have been entered, the on-hand
quantity isreduced by 1.

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

Set up promotional pricing for agroup of pricelDs, customer levels, item IDs,
location IDs, units, and user-defined fieldsin the Promotional Pricing function.

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

Enter apromotional price ID or copy an existing ID. Then enter a description of the
promotiond price ID and the start and end dates of the promotional price; select
which price D, customer levels, item IDs, location I Ds, 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

*  Location Transfers

»  Post Transactions

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

Perform these daily tasks to keep your inventory up to date:

Add items.

Enter transactions.

Enter location transfers.

Back up the Inventory datafiles (see chapter 3).
Produce the Transaction Journal.

Produce the Transfers Journal.

Post transactions.

Produce the GL Adjustments Journal.

Post GL adjustments.

©CoNoOA~AWDNE

Adding Iltems

You usually use the Items function to add items, but you can a so use the

M aintenance (F6) command in the Inventory Transactions and Location Transfers
functions. If you use the M aintenance (F6) command, you must know the
numbering system your business uses.

Note I

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

When you add items, follow these steps:

1. Enteritem datain the Iltemsfunction: general information, user-defined fields,
units of measure, alternates, and location information.

2. Enter location information in the Item L ocations function: item location
defaults, quantities, pricing, costs, and vendors.
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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 asale. (The item must have serial-tracking or lot-
tracking status.)

» If you are working with alotted item, the Lot Entry window appears.

* If you areworking with a serialized item, the Serial Number Entry window
appears.

» If you areworking with both a serialized and lotted item and you elected to
sort by serial number then lot, the Serial/L ot Number Entry window appears.

» If you areworking 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, such as 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 theitem appearsin the Cost field
but can be changed.

When an adjustment to increase the quantity is madeto a seridized 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 madeto a
lotted item, you must enter the number, quantity, and unit cost of each lot.
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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) appearsin the Cost field but can be changed.

When an adjustment to decrease the quantity is madeto a serialized item, the serial
number must bein the INSNxxx file and must have avail able status; the cost comes
from the INSNxxx file and cannot be changed. When an adjustment to decrease the
quantity is made to alotted item, you must enter alot number that isin the file, the
quantity of thelot, 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: Usethe new order statusto record sales orders that will be
shipped at alater date. A new order increases the quantity committed and
decreases the quantity available.

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

*  Verify Order: Usethe verify order statusto record the shipment of goods for
sales orders. A verify order status decreases the quantity committed, increases
the quantity in use, and does not affect the quantity available.

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

When you enter averify order for a serialized item, the serial number must be

in the INSNxxx file and have available status. When you enter a verify order
for alotted item, you must enter alot number that is on file and the quantity.
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Invoice: Use theinvoice statusto record sal es activity. Salesinvoices areitems
that are sold and shipped at the sametime. An invoice combines the new order
and verify order statuses, increases the quantity in use, and decreasesthe
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 bein
the INSNxxx file and have available status. When you enter an invoice for a
lotted item, you must enter alot number that is on file and the quantity.

Miscellaneous Credit: Use the miscellaneous credit status when a customer
returns goodsto 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
changeit.

When you enter amiscellaneous credit for a serialized item, either the seria
number cannot be in the INSNxxx file or if the serial number isin the
INSNxxx file, it must havesold status. If the serial number isin the INSNxxx
file, you cannot change the cost; if it is not, you must enter a cost. When you
enter amiscellaneous credit for alotted item, enter alot 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.

New Order: Use the new order statusto place ordersthat will be sent to you at
alater date. A new order increases the quantity on order and does not affect
the quantity available.
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When you enter anew order, the last cost of the item appearsin the Cost field,
but you can change it.

Goods Received: Use the goods received status 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 goodsreceived, thelast cost of the item appearsin the Cost
field, but you can changeit.

When you enter goodsreceived for serialized items, you must enter a new
serial number, and you can choose whether or not to generate serial numbers.
When you enter goodsreceived for |otted items, enter alot number, the
quantity, and the cost.

Invoice: Use the invoice status 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 anew serial number, and
choose whether or not to generate serial numbers. When you enter an invoice
for lotted items, enter alot number, the quantity, and the cost.

Miscellaneous Dehit: Use the miscellaneous debit status when you return
goods to avendor. 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 changeit.

When you enter a miscellaneous debit for serialized items, the serial number
must be in the INSNxxx file with sold status; you cannot enter a cost. When
you enter amiscellaneous debit for lotted items, enter alot number, the
quantity, and the cost.
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Thetable 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

Thetable below shows the transaction type, the default in the Cost field, and
whether or not you can change the valuein the Cost field. If the default in the Cost
field is Costing Method, the value that appearsin 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).
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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 Manage.

Costsin Transactions

Transactions/Status  pefault in Cost Field Allowed to
Change Cost?

Adjustment:
Increase Last Cost Yes
Decrease Costing Method Yes
Sale:
New Order Costing Method No
Verify Order Costing Method No
Invoice Costing Method No
Misc. Credit Costing Method Yes
Purchase:
New Order Last Cost Yes
Goods Received Last Cost Yes
Invoice Last Cost Yes
Misc. Debit Average Cost Yes

Entering Location Transfers

Usethe Location Transfers function to move inventory items from one location
(source location) to another (destination location).
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When you enter atransfer, the system updates the quantities and files online. The
quantity on hand and available for the source location isdecreased by the number
of items sent to the destination location. The quantity on hand and available for the
destination location isincreased by the number of items sent from the source
location.

The default valuein 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 thetotal
quantity transferred.

If the transfer incurs expenses, you can allocate them.

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

» If you are working with alotted item, the Lot Entry window appears.

» If you areworking with a serialized item, the Serial Number Entry window
appears.

» If you areworking with both a serialized and lotted item and you elected to
sort by serial number then lot, the Serial/L ot 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 aretransferring alotted item, you can add destination lots and transfer costs,
but you cannot change the cost of the unit item.

Producing the Transaction Journal

4-10

After you have entered all your adjustments, sales, and purchasesand before you
post transactions, print the Transaction Journal. The journal isarecord 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.
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Producing the Transfers Journal
After you have entered all thelocation transfers and before you post transactions,
print the Transfers Journal. The journal isarecord 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 these tasks:

»  If you have a multiuser system, make surethat no oneelseis using the
Inventory system.

*  Print the Transaction Journal.

*  Back up al thedatafiles.

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
quantities, the general ledger accounts, and sales history are updated.

If Inventory isinterfaced with General Ledger, debit and credit entries are created
in the GLJRxxx (Journal) file. If you post detail (line-item) information, entries are
made for each lineitem. If you post summary (totals) information, oneentry is

made for each account.

If Inventory isnot interfaced with General L edger, use the Post Transactions L og to
manually adjust the accounts affected by this function.

When you post transactions, entriesare madeto these accounts:
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Adjustment: increase in quantity and value; the reverseis 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 isarecord of the cost-of-goods-sold (COGS)
adjustments and purchase price variances (PPV) in the INCIxxx (COGS Journa)
file. Useit to verify that the adjustments are correct.

A COGS adjustment is made under these circumstances:
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»  Theestimated cost isdifferent 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 theitem is $25. Thevariance of $5 is posted to the general ledger.

*  You enter aquantity adjustment for an item in the Inventory Adjustments
screen in the Inventory Transactions function.

*  You enter multiplereceiptsfor an item in Purchase Order at different costsand
then receive theinvoice for thefirst 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 val uation method. For example, if
your standard cost for an item is $50 and you purchase theitem at $60, the
purchase price variance between the standard cost and what was paid for theitem is
$10.

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

Posting GL Adjustments

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

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

Both COGS adjustments and purchase price variancesin Inventory are updated
online. COGS adjustments are stored in the INCIxxx 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.

If Inventory isinterfaced with General Ledger, debit and credit entries are created
inthe GLJRxxx file. If you post detail (line-item) information, entries are made for
each lineitem. If you post summary (totals) information, one entry is made for each
account.
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If Inventory isnot interfaced with General Ledger, use the Post GL Adjustments
L og to manually adjust the accounts affected by this function.

When you post GL adjustments, entriesare 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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Periodic Tasks

You must perform these tasks periodically:

el e
w

14.
15.
16.
17.
18.
19.
20.

MNP OOXOND O A~WNE

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.

Produce the Physical Count List.
Produce the Variance Report.
Produce the Physical Count Valuation Report.
Update perpetual inventory.
Change the price of items.

Change costs.

Verify quantities.

Do year-end maintenance.

Purge selected files.

Rebuild item quantities.

Print selected reports.

Calculating Reorders

Depending on your type of business, you might calculate reorders daily or
periodically. Use the Cal cul ate 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 cal culates reorders only for itemswith active status. If the status of the
item or the item location is discontinued, super seded, or obsol ete, reorder
quantities for the items are not cal culated.

In the Cal culate 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 chooseto reorder your quantities
by depends on theitem 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, saes 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 theitems, 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 itemsthat are above the order point, the report lists only
items that must be purchased at thistime.
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Generating Purchase Requisitions

If Purchase Order isinterfaced 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 processto 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 ot within an item (one tag per lot).

You can print preassigned tag numbersin 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 numbersbut choose not to print tag numbers. For example,
you might use tag numbers as atool to verify the number of bins you are counting,
but use worksheets to record the actual count. The tag number for each binis
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.Y ou 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) appearsin the Counted
Quantity field.

Note I

If you chose to enter exceptions, the Default Frozen Quantitiestoggleis
automatically turned off.
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Print ltems With Zero Quantities

When you choose to print itemswith 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 madeand 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 moretags and worksheetsif 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 selectionis
set to print tags on the Physical Inventory Selection screen.)
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Printing Physical Inventory Worksheets

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

Entering Physical Counts

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

Producing the Batch List

Usethe Batch List to verify the batchesthat are used and their statuses. Thelist
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 theitems, locations, bin numbers, product lines, user-defined
fieldsin 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 adollar amount, and they are based on your inventory valuation
method.
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Producing the Physical Count Valuation Report

Produce the Physical Count Va uation 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 these tasks:

»  Enter the physical countsfor each batch.
»  Print the Variance Report.
*  Back up al thedatafiles.

The on-hand quantitiesin theitem records are updated by the difference between
the frozen quantity and the physical counts you entered, and the Month- andY ear-
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 isavailable (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 isinterfaced with Genera Ledger, debit and credit entries are created
in the GLJIRxxx file. If you post detail (lineitem) information, entries are made for
each lineitem. If you post summary (totals) information, one entry is made for each
account.

If Inventory isnot interfaced with General Ledger, use the Update Perpetual
Inventory Log to manually adjust the accounts affect by thisfunction.
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When you update perpetual inventory, entriesare made to theinventory and
physical count adjustment accounts:

Variance: increase in inventory

IN Adj Phys CtAdj

DB CR

Variance: decrease in inventory

IN Adj Phys CtAdj

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 priceisadjusted by the
percentage or dollar amount you specify. When you change the prices of apricelD,
the price breaks in the price record are adjusted by the percentage or dollar amount
you specify.

Changing Costs

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 L ocations function is updated.
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When you change the cost of an item, the item’s cost isadjusted by the percentage
or dollar amount you specify.

Verifying Quantities

The Quantity Cross Verification function compares the INQTxxx (Quantity Totals)
file and the INQL xxx (Quantity Locations) fileto 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, totalsin
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 arethe
same. If lots are used, the quantity for lotsin the INQLxxx file is compared. If
serial numbers are used, the quantity of serial numbersis 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
thelog, 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) fileif you keep summary history.

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

»  Set the INPDxxx tableto 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.

e If you have a multiuser system, make surethat no oneelseis using the
INHSxxx, INQLxxx, INQTxxx, INTB, and INVExxx files.
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Purging Selected Files

To delete recordsthat 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 these tasks:

»  Print the relevant reports for each file listed bel ow.
e Back up your datafiles.
*  Makesurethat no one elseis using the Inventory fileslisted bdow.

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

INSNxxxX

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
thisfile.

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 thisfile.

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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INSHxXxX

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

INLHXXX

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

INHIXXX

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

INHSxxXx

Delete summary history from the INHSxxx (Summary History) file. Print the
following reports before you del ete information from thisfile:

*  Inventory Movement Report
e Valuation Report

*  Cost Variance Report

*  Slow/Fast Movement Report
e  SalesAnalysis Report

e Gross Profit Analysis Report
*  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
quantities. Back up your datafiles 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

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 theitems.Y ou can use the
price calculator to caculate 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

Price Calcul ator

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 screen to view
the on-hand, committed, in-use, available, and on-order
quantities for an item. You can aso view the average, base,
list, and minimum prices for an item.

Use the Price Calculator screen to calculate the price of any
quantity of itemsfor acustomer.
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Price and Availability Screen
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Field Definitions

Field Name

e 10

Command Bar Definitions

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 Description
Next Press N to view the next item record on file.
Prev Press P to view the previousitem record on file.
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Price and Availability

Command
First
Last
Item

View

Calc price

Lots

Serials

Units

Goto

Saving and Exiting

Description

Press F to view thefirst item record onfile.
Press L 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.

Press C to calculate an item’s price. The Price Calculator
window appears.

Press O to view detailed information about lots. The Lot Price
and Availability Inquiry screen appears.

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

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

Press G to go to a specific location (this command is available
only if there is more than one screen of information).

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

Lot Price and Availability Inquiry Screen
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Field Definitions

Field Name

|nquiry | Available

Description

The lot numbers with avail able quantities are displayed.

The quantity available for each lot number is displayed.

On Order The quantity on order with vendorsfor each lot is displayed.
Expires Each lot's expiration date is displayed.
Status Each lot's status is displayed.
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Command Bar Definitions

Command Description

Enter = Returnto Price Press Enter to display the Price and Availability screen.
and Availability Screen

Goto Press G to go to a specific lot number (thiscommand is
available only if there is more than one page of lot numbers).

Saving and Exiting

Usethe Exit (F7) command to exit to the Information Inquiry menu.
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Information Inquiry

Serial Number Price and Availability Inquiry Screen
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Field Definitions

Field Name

Serial Number

Lot Number

Status

Unit Price

5-8

Description

The serial numbersthat are available are displayed.

The lot number associated with each serid number, if any, is
displayed.

The status of each serial number is displayed.

The unit price of each serial number is displayed if the serial
number has a specific price.
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Command Bar Definitions

Command Description

Enter = Returnto Price Press Enter to display the Price and Availability screen.
and Availability Screen

Goto Press G to go to a specific serial number (this command is
available only if there is more than one page of serial
numbers).

Saving and Exiting

Usethe Exit (F7) command to exit to the Information Inquiry menu.
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Item Price and Availability Detail Screen
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Field Definitions

Theinformation in the Item Price and Availability Detail window comes from the
Location Information and Price Information screens in the File Maintenance Item

L ocations function.

Saving and Exiting

To exit to the Priceand Availability screen, press any key.
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Price Calculator Screen
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Field Definitions
Field Name Description
Location ID Enter alocation I1D.
| Inquiry |Item|D Enter an item ID.
Sale Units Accept the displayed unit of measure, or enter a different
unit of measure.
Price ID Enter aprice ID (optional).
Customer 1D Enter a customer 1D (optional).
Cust Level Enter a customer level (optional).
SdeDate Accept the displayed sale date, or enter adifferent date.
Sale Quantity Accept the displayed quantity, or enter adifferent quantity.
On Hand Qty The quantity on hand is displayed.
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Field Name Description

Committed Qty The committed quantity is displayed.

In Use Qty The in-use quantity is displayed.

Available Qty The available quantity is displayed.

On Order Qty The on-order quantity is displayed.

LIFO/FIFO Cost Thisfield appearsif you elected in the Resource Manager

Options and Interfaces function to show costsin the price
and availability lookup.

The LIFO/FIFO unit cost is displayed.
Average Cost Thisfield appearsif you elected in the Resource Manager

Options and Interfaces function to show costsin the price
and availability lookup.

The average unit cost is displayed.

Standard Cost Thisfield appearsif you elected in the Resource Manager
Options and Interfaces function to show costsin the price
and availability lookup. The standard unit cost is displayed.

Base Cost Thisfield appearsif you elected in the Resource Manager
Options and Interfaces function to show costsin the price
and availability lookup.

The base unit cost is displayed.

Calc Unit Price The calculated unit price is displayed.

Calc Ext Price The calculated extended unit price is displayed.
Base The base level is displayed.

Quantity The sale quantity levels are displayed.

Unit Price The unit price for each quantity break is displayed.

Saving and Exiting

To return to the Price and Availability screen, use the Exit (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.

Repo rts
No report is associated with this function.

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

default Summary History screen to view the totals of the
items purchased or returned, COGS, COGS returned, and
requisitions. When you pressM, 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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Information Inquiry

Summary History Screen
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Field Definitions

Field Name

Item ID

Location
Period
Year

View

Units

Description

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

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

Enter Q to view the totd amounts in quantities. Enter D to
view the total amountsin dollars.

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

Command

More

Next item
Prev item
First item
Last item

Header
Change view

Units

Saving and Exiting

Description

Press M to view totals of transfers, adjustments, builds, and
issues.

Press N to view the next item record on file.
Press P to view the previousitem record on file.
Press F to view the first item record onfile.
PressL to view the last item record on file.

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

Press C to switch between viewing totals in quantities or
dollars.

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

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

Features
Usethe 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.
Repo rts
No report is associated with this function.
Screen Use
Screen Description
Detail History Inquiry Use the Detail History inquiry screen to view selected

information about transactions: period and year the
transaction took place, transaction date, type of transaction,
source 1D, application, units, quantity, and total amount.

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

View Transaction Detail Use the View Transaction Detail screen to view such
detailed information about the transaction as the unit price
and cost.
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Detail History Inquiry Screen
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Field Definitions

Field Name Description
Inquiry | Item ID Enter the ID of the item for which you want to view detail
history.
Inquiry | Location Enter the location ID for the item.
Include Enter P to include purchase transactions, S to include sales
transactions, M to include material requisitions, T to include
transfers, A toinclude adjustments, B to include builds, and L
to include al transactions for the item.
Period/Yr Enter the range of periods and years you want to see.

5-18 Inventory User’s Manual



Information Inquiry

Detail History

Command Bar Definitions

Command

Next
Prev
First
Last

Header
View
Serial/Lots

Goto

Saving and Exiting

Description

Press N to view the next item record on file.
Press P to view the previousitem record on file.
Press F to view thefirst item record onfile.
PressL to view the last item record on file.

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

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

Press Sto view lot and/or serial number detail for anitemin
history.

Press G to go to a specific detail history line (this command isonly
availableif there is more than one page of detail history).

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

View Transaction Detail Screen
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Field Definitions

Theinformation in the View Transaction Detail window comes from the Inventory
Transactions function, the Location Transfers function, and interfaced applications.

Saving and Exiting

To return to the Detail History inquiry 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 for which you want to view
movement history.
Location Enter the location ID for the item.
Period Enter the range of periods and years you want to see.
Year Enter the range of years you want to see.
Units Enter aunit of measure for the item you want to view.
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Information Inquiry

Movement History

Command Bar Definitions

Command
Next item
Prev item
First item
Last item

Header

Units

Saving and Exiting

Description

Press N to view the next item record on file.
Press P to view the previousitem record on file.
Press F to view thefirst item record onfile.
PressL to view the last item record on file.

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

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

To exit to the Information Inquiry menu, use the Exit (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 theitem for

which you want to view sales trend information.
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Sales Trending Information Inquiry

Sales Trending Screen
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Field Definitions

Field Name Description
Item ID Enter the ID of the item for which you want to view
information. The item description appears.
Location Enter the location ID of the item for which you want to view
information.
Period Enter the number of the period you want to view.
Year The default year is displayed.
Inquiry | Units Accept the default unit of measure for the item, or enter a
different unit of measure.

Last Sale The most recent date that the item was sold is displayed.
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Information Inquiry

Sales Trending

Field Name

Per/Yr

Sale Quantity
SadeDallars
Return Quantity

Return Dollars

Description

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

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

The dollar amount returned for the item is displayed.

Command Bar Definitions

Command

Next item
Prev item
First item
Last item
Header

Units

Saving and Exiting

Description

Press N to view the next item record on file.
Press P to view the previousitem record on file.
Press F to view the first item record onfile.
PressL to view the last item record on file.
Press H to go to the header portion of the screen.

Press U to change the displayed unit of measure.

To exit to the Information Inquiry menu, use the Exit (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

| ocation information.

To add or change information, use the File Maintenance Items function.

Reports

No report is associated with this function.

Screen Use

Screen

Items - General
Information

Items - Alternate Items
Items - Units of Measure

Items - Locations

Inventory User’s Manual

Description

Use the General Information screen to view general
information about an item: default values and user-defined
fields.

Use the Alternate Items screen to view alternate, customer,
superseded, bar codes, and vendor part numbersfor an item.

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

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

Information Inquiry

Items - General Information Screen

Field Definitions

Field Name

e

Description

Enter the ID of the item you want to look at.

Command Bar Definitions

Command
Next
Prev
Last

First

5-30

Description

Press N to view the next item record on file.
Press P to view the previousitem record on file.
PressL to view the last item record on file.

Press F to view the first item record onfile.
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Information Inquiry

Items

Command

Item

Alternates

Units

L ocations

Saving and Exiting

Description

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

Press A to view aternate items for the item you are working
with. The Alternate Items screen appears.

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

Press O to view the locations assigned to the item. The Item
L ocations screen appears.

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

Items - Alternate Iltems 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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Information Inquiry

Items

Command Bar Definitions

Command

Next
Prev
Last
First
Item

Units
General info

L ocations

Saving and Exiting

Description

Press N to view the next item record on file.

Press P to view the previousitem record on file.

Press L to view the last item record on file.

Press F to view the first item record onfile.

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

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

Press G to view general information about the item. The
General |nformation screen appears.

Press O to view the locations assigned to the item. The Item
L ocations screen appears.

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

Items - 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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Information Inquiry

Items

Command Bar Definitions

Command

Next
Prev
Last
First
Item

Alternates
General info

L ocations

Saving and Exiting

Description

Press N to view the next item record on file.

Press P to view the previousitem record on file.

Press L to view the last item record on file.

Press F to view the first item record onfile.

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

Press A to view aternate items for the item you are working
with. The Alternate Items screen appears.

Press G to view general information about the item. The
General |nformation screen appears.

Press O to view the locations assigned to the item. The Item
L ocations screen appears.

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

Items - 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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Information Inquiry

Items

Command Bar Definitions

Command

Next
Prev
Last
First
Item

Units
General

Alternates

Saving and Exiting

Description

Press N to view the next item record on file.

Press P to view the previousitem record on file.

Press L to view the last item record on file.

Press F to view the first item record onfile.

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

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

Press G to view general information about the item. The
General |nformation screen appears.

Press A to view aternate items for the item you are working
with. The Alternate Items screen appears.

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Item 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 L ocations function on the File

Maintenance menu.

Reports

No report is associated with this function.

Screen Use

Screen

Item Locations - L ocations

Item L ocations - General

Item Locations - Unit Price
Information

Item Locations - Bin
Information

View Price Information

Inventory User’s Manual

Description

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

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

Use the Unit Price Information screen to view unit price
information and customer levels.

Use the Bin Information screen to view the bin numbers
assigned to the item.

Use the View Price Information screen to view quantity
price breaks for an item.
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Item Locations Information Inquiry

Item Locations - Locations Screen
(4 e bncopors ———  EmM@E

Cobmandt | = Mpim D' EegiCrwandy L find S :
BEO A RO | e |
| e [F |

o Elactisl Factage [N = et [
| Lo Onbed  Comtied iy Lsa beodeie O
: i [ O 1 = LLED a
| [anom ¥ om
frrm 1]

| ot | P | gt | fu | g | liris | Gers | pliwwg | gew [0 | o0 |
T e ey T [ Vo

Field Definitions

Field Name Description
Inquiry Item ID Enter the ID of the item for which you want to view location
information.
Inquiry | 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

Press N to view the next item location record on file.

Press P to view the previousitem location record on file.
Press L to view the last item location record on file.

Press F to view thefirst item location record onfile.

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

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

Press G to view general information about the item location.
The General screen appears.

Press R to view pricing information about the item location.
The Unit Price Information screen appears.

Press B to view bin information about the item location. The
Bin Information screen appears.

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Item Locations Information Inquiry

Item Locations - General Screen

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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Information Inquiry

Item Locations

Command Bar Definitions

Command

Next
Prev
Last
First
Item

Locations
Pricing

Bins

Saving and Exiting

Description

Press N to view the next item location record on file.

Press P to view the previousitem location record on file.
Press L to view the last item location record on file.

Press F to view thefirst item location record onfile.

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

Press O to view the other locations for the item. The L ocations
screen appears.

Press R to view pricing information about the item location.
The Unit Price Information screen appears.

Press B to view bin information about the item location. The
Bin Information screen appears.

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Item Locations Information Inquiry

Item Locations - Unit Price Information Screen

Lowwarsh e [ Soil Dm0 | ]
fxauwn B 76 |
BT S [ —— | Lcsten [ 5
| Desp T esctsial P ack mge
i Lt P ik Lkt Chsariiip Brmbs. :

Eﬂl HIIEE I_l-hll Lt Pars Ill-n"-:

L kL ETRT R, 5 [RRR

| o Lo bl (10081 4 OO |
:u-il.i Timrpam AcfBun 54 Agabemi Serw’

AT

Lirm Pl | (RN of BOOODAE} |

i“'"‘""lElE]EJE’EIEIHIEI |
i :

B | Compary b | OGR [Teend iﬁi!'ﬂ‘

Field Definitions

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

Item Locations

Command Bar Definitions

Command

Tab = Cust Lvl

Next
Prev
Last
First
Item

L ocations

General

Bins

View

Saving and Exiting

Description

Press Tab to go to the Customer Levels or the Unit Price
Information section of the screen.

Press N to view the next item location record on file.

Press P to view the previousitem location record on file.
Press L to view the last item location record on file.

Press F to view the first item location record onfile.

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

Press O to view the other locations for the item. The Locations
screen appears.

Press G to view general information about the item location.
The General screen appears.

Press B to view bin information about the item location. The
Bin Information screen appears.

Press V to view quantity price breaks for the item. TheView
Price Information window appears.

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Item Locations Information Inquiry

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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Information Inquiry

Item Locations

Command Bar Definitions

Command

Next
Prev
Last
First
Item

General
Pricing

L ocations

Saving and Exiting

Description

Press N to view the next item location record on file.

Press P to view the previousitem location record on file.
Press L to view the last item location record on file.

Press F to view thefirst item location record onfile.

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

Press G to view general information about the item location.
The General screen appears.

Press R to view pricing information about the item location.
The Unit Price Information screen appears.

Press O to view the other locations for the item. The Item
L ocations screen appears.

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Item Locations Information Inquiry

View Price Information Screen
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Field Definitions

Theinformation in the View Price Information screen comes from the Edit Price
Information window in the File Maintenance Item Locations function.

Command Bar Definitions

This screen has no command bar.
Saving and Exiting

To return to the Unit Price Information screen, press any key.
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Location Item

Features

Use the Location Item function on the Information Inquiry menu to view the
quantity on hand, on order, and available of items for a selected location.

Reports

No report is associated with this function.
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Location Item Information Inquiry

Screen Use

Screen Description

Location Item - Item Detail  Use the Item Detail screen to view general information

about an item.
Location Item - Units of Use the Units of Measure screen to view the units set up for
Measure an item.

Location Item- Alternate Use the Alternate Items screen to view alternate, customer,
Items superseded, bar codes, and vendor part numbersfor an item.

Location Item - Location Use the Location Detail screen to view general information

Detail about an item in this location.

Location Item - Price Use the Price Information screen to view an item’s price
Information structure for this location.

Location Item - Cost Use the Cost Information screen to view the cost
Information information for this location.

Location Item - Vendor Use the Vendor Information screen to view the vendor
Information information for an item in this location.

Location Item - Bin Use the Bin Information screen to view the bin numbers
Information assigned to the item in this location.

Location Item - Serial Use the Seria Information screen to view the seria
Information numbers assigned to the item in this location.

Location Item - Lot Use the Lot Information screen to view the lot numbers
Information assigned to the item in this location.

Location Item - Quantity Use the Quantity Alternates screen to view alternates items
Alternates availableif thisitem is out of stock as well as quantities
available at other locations.
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Information Inquiry Location Item

Location Item Inquiry Screen
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Field Definitions

Field Name Description

Location ID Enter the ID of the location for which you want to view item
information.
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Location Item Information Inquiry

Command Bar Definitions

Command Description

locAtion Press A to change the location you want to view.

First Press F to view the first item location record onfile.
Last PressL to view the last item location record on file.
Next Press N to view the next item location record on file.
Prev Press P to view the previousitem location record on file.

Enter = Item Detail  Press Enter to view the Items Detail screen.

Units Press U to view the Unit of Measure screen for the item.
alteRnates Press R to view the item Alternate Items screen for the item.
|Oc. Detail Press O to view the Item Location General Information screen for

the item location.

pricing Press| to view the item pricing information screen.

Costs Press C to view the cost information screen.

Vendor Press V to view the vendor information screen.

Bin Press B to view bin information about the item location.

Serial Press Sto view the serial information about the item.

loTs Press T to view the lot information about the item.

Qty Avail Press Q to view the quantity available for the selected location.
Goto Press G to goto a particular entry.

Saving and Exiting

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Information Inquiry Location Item

Location Item - Detail Screen

Field Definitions

The information on this screen comes from the Genera Information screen in the
Items function on the File M aintenance menu.
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Location Item Information Inquiry

Command Bar Definitions

Command Description

Next Press N to view the next item record on file.

Prev Press P to view the previousitem record on file.

Last PressL to view the last item record on file.

First Press F to view the first item record onfile.

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

with. The Alternate Items screen appears.

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

Locations Press O to view the locations assigned to the item. The Item
L ocations screen appears.

Saving and Exiting

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

Theinformation on this screen comes from the Unit of Measure screen in the ltems
function on the File Maintenance menu.
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Location Item Information Inquiry

Command Bar Definitions

Command Description

Next Press N to view the next item record on file.

Prev Press P to view the previousitem record on file.

Last PressL to view the last item record on file.

First Press F to view thefirst item record on file.

Item Press| to return to the Location Items Inquiry screen.
Alternates Press A to view aternate items for the item you are working

with. The Alternate Items screen appears.

General info Press G to view general information for the item. The Item
Detail screen appears.

IOcations Press O to view the locations assigned to the item. The Item
L ocations screen appears.

Saving and Exiting

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

The information on this screen comes from the Alternate Items screen in the I[tems
function on the File Maintenance menu.
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Location Item Information Inquiry

Command Bar Definitions

Command Description

Next Press N to view the next item record on file.

Prev Press P to view the previousitem record on file.

Last Press L to view the last item record on file.

First Press F to view the first item record onfile.

Item Press| to return to the Location Item Inquiry screen.

Units Press U to view additiona units of measure for the item. The

Units of Measure screen appears.

General info Press G to view general information about the item. The Item
Detail screen appears.

Locations Press O to view the locations assigned to the item. The Item
L ocations screen appears.

Saving and Exiting

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Location Item - Location Detail Screen

Field Definitions

The information on the General screen comes from the L ocation Information
screen in the Item Locations function on the File Maintenance menu.
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Location Item Information Inquiry

Command Bar Definitions

Command Description

Next Press N to view the next item location record on file.

Prev Press P to view the previous item location record on file.
Last Press L to view the last item location record on file.

First Press F to view thefirst item location record onfile.

Item Press| to return to the Location item Inquiry screen.
IOcations Press O to view the other locations for the item. The Item

Locations screen appears.

pRicing Press R to view pricing information about the item location.
The Unit Price Information screen appears.

Bins Press B to view bin information about the item location. The
Bin Information screen appears.

Saving and Exiting

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

Theinformation on this screen comes from the Pricing Information screen in the
Item Locations function on the File Maintenance menu.
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Command Bar Definitions

Command Description

Tab Press Tab to go to the Customer Levels or the Unit Price
Information section of the screen.

Next Press N to view the next item location record on file.

Prev Press P to view the previous item location record on file.

Last Press L to view the last item location record on file.

First Press F to view thefirst item location record onfile.

Item Press| to return to the Location Items Inquiry screen.

IOcations Press O to view the other locations for the item. The Locations
screen appears.

General Press G to view general information about the item location.

The General screen appears.

Bins Press B to view bin information about the item location. The
Bin Information screen appears.

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

Saving and Exiting

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Location Items - Cost Information Screen
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Field Definitions

The information on this screen comes from the Cost Information screen in the Iltem
L ocations function on the File Maintenance menu.
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Command Bar Definitions

Command Description

Tab Press Tab to view the Cost Detail or the Cost Information
sections of the screen.

Next Press N to view the next item location record on file.

Prev Press P to view the previous item location record on file.

Last Press L to view the last item location record on file.

First Press F to view thefirst item location record onfile.

Item Press| to return to the Location Items Inquiry screen.

IOcation Press O to go to the Location field and enter a different
location ID.

Vendors Press V to view vendor information about the item location.

The Vendor Information screen appears.

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

Saving and Exiting

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Location Items - Vendor Information Screen
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Field Definitions

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

Command Description

Next Press N to view the next item location record on file.

Prev Press P to view the previous item location record on file.

Last Press L to view the last item location record on file.

First Press F to view thefirst item location record onfile.

Item Press | to go return the Loceation Items Inquiry screen.

Location Press O to go to the Location field and enter a different
location ID.

Costs Press C to view cost information about the item. The Cost

Information screen appears.

View Press V to view vendor quantity bresks. TheView Price
Information screen appears.

Saving and Exiting

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

The information on this screen comes from the Bin Information screen in the [tem
L ocations function on the File Maintenance menu.
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Command Bar Definitions

Command Description
Next Press N to view the next item location record on file.
Prev Press P to view the previous item location record on file.
Last Press L to view the last item location record on file.
First Press F to view thefirst item location record onfile.
Item Press| to return to the Location Items Inquiry screen.
General Press G to view the item’s L ocation Information screen.
Pricing Press R to view the Pricing Information screen.
Location Press O to go to the Location ID field and enter a different
location ID.
Goto Press G to go to a specific entry.

Saving and Exiting

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Location Item - Serial Information Screen
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Field Definitions

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

Command Description

Next Press N to view the next item seria record onfile.

Prev Press P to view the previous item location record on file.

Last Press L to view the last item location record on file.

First Press F to view thefirst item location record onfile.

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

IOcation Press O to go to the Location ID field and enter a different
location ID.

View PressV to view details about the serial number.

Goto Press G to go to a specific serial number.

Saving and Exiting

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Location Item - Lot Information Screen
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Field Definitions

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

Command Description

Next Press N to view the next item location record on file.

Prev Press P to view the previous item location record on file.

Last Press L to view the last item location record on file.

First Press F to view thefirst item location record onfile.

Item Press| to return to the Location Item Inquiry screen.

IOcation Press O to go to the Location ID field and enter a different
location ID.

View PressV to view details about the lot number.

Goto Press G to go to a specific lot number.

Saving and Exiting

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Location Item - Quantity Alternates Screen
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Command Bar Definitions
Command Description
Tab Press Tab to move between the Alternate Items and Alternate
L ocations sections of the screen.
Goto Press G to go to a specific entry.
Done Press D to return to the Locations Items Inquiry screen.

Saving and Exiting

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Costs and Vendors

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

Costs and Vendors - Cost
Information

Costs and Vendors -
Vendor Information

View Price Information
window

Inventory User’s Manual

Description

Use the Costs Information screen to view an item’s costs,
standard cost makeup, EOQ overrides, and cost detail .

Use the Vendor Information screen to view vendorsfor the
item location.

Use the View Price Information window to view the last
quantity purchased, cost, order number, and order date. You
can also view quantity price breaks for vendors.
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Costs and Vendors Information Inquiry

Costs and Vendors - Cost Information Screen
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Field Definitions

Field Name Description
Item ID Enter the ID of the item for which you want to view cost
information.
Location Enter the ID of the location for the item.
Inquiry Units Enter the unit of measure for the item.
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Information Inquiry

Costs and Vendors

Command Bar Definitions

Command

Tab

Next
Prev
Last
First
Item

|Ocation
Vendors

Units

Goto

Saving and Exiting

Description

Press Tab to move between the Cost Detail and Cost
Information sections of the screen.

Press N to view the next item location record on file.

Press P to view the previousitem location record on file.
Press L to view the last item location record on file.

Press F to view the first item location record onfile.

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

Press O to go to the Location field and enter a different
location ID.

Press V to view vendor information about the item location.
The Vendor Information screen appears.

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

Press G to go to a specific line in the scroll region.

To exit to the Information Inquiry menu, use the Exit (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
Item Locations function on the File Maintenance menu.
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Costs and Vendors

Command Bar Definitions

Command

Next
Prev
Last
First
Item

|Ocation

Costs

View

Goto

Saving and Exiting

Description

Press N to view the next item location record on file.

Press P to view the previousitem location record on file.
Press L to view the last item location record on file.

Press F to view thefirst item location record onfile.

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

Press O to go to the Location field and enter a different
location ID.

Press C to view cost information about the item. The Cost
Information screen appears.

Press V to view vendor quantity bresks. TheView Price
Information window appears.

Press G to go to a specific line in the scroll region.

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

Theinformation in the View Price Information screen comes from the Edit VVendor
Information screen in the Item L ocations function on the File Maintenance menu.

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.
Repo rts
No report is associated with this function.
Screen Use
Screen Description
Lot Numbers Use the Lot Numbers screen to view thelot numbersfor the
item, quantities available and on order, and the status of the
lot.

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

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

Information Inquiry

Lot Numbers Screen

Field Definitions

Inquiry

Inquiry
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Field Name Description
Item ID Enter the ID of the item for which you want to view lot
information.
Location ID Enter the ID of the location for the item.
Units Enter the unit of measure for the item.
Include Enter A to view available lots, Sto view sold lots, E to view

expired lots, and L to view al the lots for the item.
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Lot Numbers

Command Bar Definitions

Command

Next
Prev
Last
First
Item

|Ocation
View
Goto

Saving and Exiting

Description

Press N to view the next item location record on file.

Press P to view the previousitem location record on file.
Press L to view the last item location record on file.

Press F to view thefirst item location record onfile.

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

Press O to go to the Location ID field and enter a different
location ID.

PressV to view details about lot transactions. The Lot Inquiry
screen appears.

Press G to go to a specific line in the scroll region.

To exit to the Information Inquiry menu, use the Exit (F7) command.
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Lot Inquiry Screen
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Command Bar

Command Description
Enter = return to Lot Press Enter to return to the Lot Numbers screen.
Numbers

Saving and Exiting

To exit to the Lot Numbers screen, press Enter.
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Serial Numbers

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

Serial Numbers

View Serial Numbers

Inventory User’s Manual

Description

Use the Seriad 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.

Use the View Serial Numbers screen to view purchase and
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 for which you want to view serial

number information.

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

Serial Numbers

Command Bar Definitions

Command

Next
Prev
Last
First
Item

|Ocation
View
Goto

Saving and Exiting

Description

Press N to view the next item location record on file.

Press P to view the previousitem location record on file.
Press L to view the last item location record on file.

Press F to view thefirst item location record onfile.

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

Press O to go to the Location field and enter a different
location ID.

Press V to view information about sales and purchases of
serialized items. The View Serial Numbers screen appears.

Press G to go to a specific line in the scroll region.

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

Theinformation in the View Serial Numbers screen comes from the Serial
Numbers screen in the File Maintenance Item L ocations function.

Command Bar

This screen has no command bar.
Saving and Exiting

To exit to the Seria Numbers screen, press any key.
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Daily Work

Inventory Transactions
Location Transfers
Transaction 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 toadjust quantities

» toreflect sales after you sell anitem

»  toreflect transfers after you transfer an item

»  toreflect purchases after you purchase an item, place an order, or receive an
item

If Accounts Payable or Purchase Order are interfaced with Inventory, Inventory
transactions are updated automatically. If Accounts Receivable or 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 serviceitems.

Reports

To produce aligt 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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Inventory Transactions

Daily Work

6-4

Screen

Inventory Items

Units of Measure

Append/Edit Inventory
Adjustments

Append/Edit Inventory
Sales

Append/Edit Inventory
Purchases

Lot Entry

Append/Edit Lot Number

Serial Number Entry

Append/Edit Serial

Number

Serial/Lot Number Entry

Description

Use the Inventory Items screen to add an item 1D 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 screen to add
or edit an adjustment. You can increase or decrease the on-
hand quantity of anitem.

Usethe Append/Edit Inventory Sales screento add or edit a
sales transaction. You can enter anew order, an invoice, or
amiscellaneous credit, and verify an order.

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

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

Use the Append/Edit Lot Number screen to add | ot numbers
to atransaction or to edit lot numbers associated with a
transaction.

The Serial Number Entry screen appearsif you are working
with aserialized item. Use it to enter adjustments, sales, or
purchases.

Use the Append/Edit Serial Number screen to add serial
numbersto atransaction or to edit serial numbers associated
with atransaction.

The Seria/Lot Number Entry screen 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

Lot/Serial Number Entry

Append/Edit Lotted Serial
Number

Alternate Items and
Locations
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Description

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

Use the Lot/Serial Number Entry screen 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
seriaized items.

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

The Alternate Items and L ocations screen appearsif you
entered a quantity greater than the quantity at the location
you are working with. This screen is display-only and
shows the quantities available at other locations and
aternate 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 Name Description
Type Transactions that have not been posted are displayed. Valid
types are adjustment, sale, or purchase.
Item The item used in the transaction is displayed.
Loc ID The location used in the transaction is displayed.
Quantity The quantity used in the transaction is displayed.
Units The units used in the transaction are displayed.
Date 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

e Sale1- New Order

e Sade3- Verify Order

» Sde4- 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 pressEnter.

Adjustment Press A to add or edit an adjustment. The Append/Edit
Inventory Adjustments screen appears.

Sde Press Sto add or edit asale. The Append/Edit Inventory Sales
screen appears.

Purchase Press P to add or edit a purchase. The Append/Edit Inventory

Purchases screen appears.

Saving and Exiting

This screen is display-only; information is saved through the append/edit screens.
To exit to the Daily Work menu, use the Exit (F7) command.
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Append/Edit Inventory Adjustments Screen
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Field Definitions

| Inquiry I

| Maint

Inquiry

Maint

Inquiry

Maint
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Field Name Description
Status To make an adjustment that increases the quantity available, enterl.
To decrease the quantity available, enter D.
Date Enter the date of the adjustment.
Period Enter the GL period of the adjustment.
Year The current year is displayed.

Loc ID

Item ID

djust Acct

Quantity

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.

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 the quantity you want to adjust.
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Field Name Description
Inquiry Units Enter the unit of measure you want to work with.
Maint
Cost Enter the cost of the item.
Ext Cost The extended cost (quantity x cost) is displayed.
Comment Enter additional information about the transaction.

Saving and Exiting
To save your entries and exit to the Inventory Transactions screen, use theProceed

(OK) command. To exit to the Inventory Transactions screen without saving your
entries, use the Exit (F7) command.
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Append/Edit Inventory Sales Screen
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Field Definitions

Field Name Description

Status Enter N if you are recording a new order, V if you are
verifying an order, | if you are recording an invoice, or M if
you are recording a miscellaneous credit.

Date Enter the date of the sale.
Period Enter the period of the sale.
Year The current year is displayed.
@l Loc ID Enter the ID of the location of the item.
| Maint |
W Item ID Enter the ID of the item that was sold. The quantity on hand
. and available appear at the bottom of the screen.
Maint
Price ID Enter the price ID for the item.
W Cust Level Enter the customer level for theitem.
Maint
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Inventory Transactions

Field Name

Inquiry Adjust Acct

Maint

Quantity

|nquiry Units

Maint

Cost
Price
Ext Cost
Ext Price

Comment

Saving and Exiting

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, thisfield is
skipped.

Enter the quantity that was sold.

Enter the unit of measure you want to work with.

The cost of the item is displayed.

Enter 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 additiona information about the transaction.

To save your entries and exit to the Inventory Transactions screen, use theProceed
(OK) command. To exit to the Inventory Transactions screen without saving your
entries, use the Exit (F7) command.

Inventory User’s Manual
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Append/Edit Inventory Purchases Screen

fmardy [ Huder Cowi Helet

Srm bl @R e O | A |
HETH Oy Dgs [0 E Feed [B Yes 208
Lazidi HEN WIHHLAPTILIS WSHETDSE
il ¥ Al Elevtnnal Pochage
N T M T - TS D
Dhssniis 170 gt | TR #1.5 fiFrd=
Lirsh |57 &
T i et

Field Definitions

Field Name Description

Status Enter N if you are recording a new order, G if you are recording
goods received, | if you are recording an invoice, or M if you are
recording a miscellaneous debit.

Date Enter the date of the purchase.
Period Enter the period of the purchase.
Year The current year is displayed.
Inquiry LocID Enter the ID of the location of the item.
Maint
Inquiry Item ID Enter theID of theitem that was purchased. The quantity on hand
. and available appear at the bottom of the screen.
Maint
Inquiry Adjust Acct If the adjustment is an increase in inventory, enter a credit
. account. If the adjustment is a decrease in inventory, enter a debit
Maint account. If you are entering a new order, thisfield is skipped.
Quantity Enter the quantity that was purchased.
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Field Name Description

W Units Enter the unit of measure.

Maint
Cost The last cost of theitem is displayed.
Std Cost If you use the standard costing method, the standard cost is
displayed.

Ext Cost The extended cost (quantity x cost) is displayed.
Ext Std The extended standard cost (quantity x standard cost) is displayed.
Comment Enter additional information about the transaction.

Saving and Exiting

To save your entries and exit to the Inventory Transactions screen, use theProceed
(OK) command. To exit to the Inventory Transactions screen without saving your
entries, use the Exit (F7) command.
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Lot Entry Screen
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Field Definition

Field Name Description

Item ID The ID of the item you are working with isdisplayed.

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 The quantity being sold, adjusted, or purchased is displayed.
Lot Number The lot numbers for the item are displayed.

Ordered Quantity The quantity ordered for thelot is displayed.

Fulfilled Qty The quantity availableto fill the order for the lot is displayed.
Ext Cost The extended cost (quantity x cost) of thelot is displayed.

Command Bar Definitions
Command Definition

Enter = edit Move the prompt to the line you want to edit and pressEnter.
The Edit Lot Number screen appears.
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Command Definition

Append Press A to add lot numbers to the item. The Append Lot
Number screen appears.

Done Press D to save your entries when you are finished adding or

editing information about lots.

Saving and Exiting

To saveyour entries and exit to the transaction screen you were working with, press
D.
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Field Definitions

Field Name Description
| Inquiry |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 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 isdisplayed.

Ext Cost The extended cost (quantity x cost) is displayed.

Comment Enter additional information about the lot.

Saving and Exiting

To save your entries and exit to the Lot Entry screen, use the Proceed (OK)
command.
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Field Definitions

Field Name

Item ID
LocID

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 seridized item is displayed.

Command Bar Definitions

Command

Enter = edit

Inventory User’s Manual

Definition

M ove the prompt to the line you want to edit and pressEnter.
The Edit Serial Number screen appears.
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Command Definition

Append Press A to add lot numbers to the item. The Append Serial
Number screen appears.

Done Press D to save your entries when you are finished adding or

editing information about serial numbers.

Saving and Exiting
To saveyour entries and exit to the transaction screen you were working with, press

D. To exit to the transaction screen you were working with without saving your
changes, use the Exit (F7) command.
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Append/Edit Serial Number Screen
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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 appearsif you entered goods received or a purchase

transaction with invoice status.

If you want the system to generate serial numbers, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode). If you auto-generate the serial numbers, enter
the number of serid numbersto generate.

Orig Qty The original quantity of the serialized items is displayed.

Fulfill Qty If you elected to auto-generate serial numbers, enter the
quantity of serial numbers you are purchasing.

Backord Qty The quantities on backorder are displayed.

Cost Enter the cost of the serialized item.

Ext Cost The extended cost (quantity x cost) is displayed.

Price Thisfield appearsfor sales transactions. Enter the price of the
serialized item.

Ext Price Thisfield appears for sales transactions. The extended priceis
displayed.

Comment Enter additional information about the serialized item.
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Saving and Exiting

To save your entries and exit to the Serial Number Entry screen, use the Proceed
(OK) command. To exit to the Seriadd Number Entry screen without saving your
entries, use the Exit (F7) command.
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Field Definitions

Field Name

Item ID
LocID

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 seridized item is displayed.

Command Bar Definitions

Command

Enter = edit

Inventory User’s Manual

Definition

M ove the prompt to the line you want to edit and pressEnter.
The Edit Lotted Serial Number screen appears.
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Command Definition

Append Press A to add lot numbers to the item. The Append L otted
Serial Number screen appears.

Done Press D to save your entries when you are finished adding or
editing information about serial numbers.

Saving and Exiting

To saveyour entries and exit to the transaction screen you were working with, press
D.
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Append/Edit Lotted Serial Number Screen
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Field Definitions
Field Name Description

Auto Generate?

Orig Qty
Fulfill Qty
Backord Qty
Cost

Comment

Saving and Exiting

Enter the serial number of the item being adjusted, sold, or
purchased.

Enter the lot number of the item being adjusted, sold, or
purchased.

This field appearsif you entered goods received or a purchase
transaction with invoice status.

If you want the system to generate serial numbers, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode). If you elect to auto-generate the numbers,
enter the number of serial numbers to generate.

The original quantity of theitem is displayed.

The quantity needed to fill the transaction is displayed.
The quantity on backorder is displayed.

Enter the cost of the item.

Enter additiona information about the serialized/lotted item.

To save your entries and exit to the Lot/Serial Number Entry screen, use the
Proceed (OK) command. To exit to the Lot/Serial Number Entry screen without
saving your entries, use the Exit (F7) command.
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Lot/Serial Number Entry Screen
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Field Definitions

Field Name Description

Item ID The ID of the item you are working with isdisplayed.
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 thelot is displayed.

Serial Number The serial numbersthat are in the lot are displayed.

Unit Cost The unit cost of the serialized item is displayed.

Unit Price 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 pressEnter.
The Edit Lotted Serial Number screen appears.

Append Press A to add lot numbers to the item. The Append L otted
Serial Number screen appears.

Lot number Press L to enter adifferent ot number.

Done Press D to save your entries when you are finished adding or

editing information about serial numbers.

Saving and Exiting

To saveyour entries and exit to the transaction screen you were working with, press
D.
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Field Definitions

Field Name

Auto Generate?

Orig Qty
Fulfill Qty
Backord Qty
Cost

Price

Comment

6-26

Description

Enter the serial number of the item being adjusted, sold, or
purchased.

This field appearsif you entered goods received or a purchase
transaction with invoice status.

If you want the system to generate serial numbers, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode). If you elect to auto-generate the numbers,
enter the number of serial numbers to generate.

The original quantity of theitem is displayed.

The quantity needed to fill the transaction is displayed.
The quantity on backorder is displayed.

Enter the cost of the item.

Thisfield appearsfor sales transactions. Enter the price of the
serialized item.

Enter additiona information about the lotted/serialized item.
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Saving and Exiting

To save your entries and exit to the Lot/Serial Number Entry screen, use the
Proceed (OK) command. To exit to the Lot/Serial Number Entry screen without
saving your entries, use the Exit (F7) command.
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Field Definitions

6-28

Field Name

Origind Item ID
Origind Location ID

Item Number

Item Description
Loc ID

Qty

Units

LocID

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 aternate items for the item you are working with,
the item number is displayed.

The description of the dternate 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 dternate item is displayed.

The ID of the aternate location where the items can be found
is displayed.
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Field Name

Item Description

Qty

Units

Description
The description of the item is displayed.
The quantity of the item at the alternate location is displayed.

The unit of measure at the alternate location is displayed.

Command Bar Definitions

Command

Tab = Alternate
LocationgAlternate
Items

Done

Saving and Exiting

Definition

Press Tab to toggle between the Alternate Locations and the
Alternate Items sections of the screen.

Press D when you are finished viewing the available quantities
at alternate locations.

To exit to the transaction screen you were working with, pressD or use the Exit

(F7) command.

Inventory User’s Manual
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Location Transfers

Features

Reports

Usethe 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 theitemin

the destination location.

To produce alit 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

Lot Entry

Append/Edit Lot Number

Serial Number Entry

Append/Edit Serial
Number

Serial/Lot Number Entry

Append/Edit Lotted Serial
Number

Inventory User’s Manual

Description

Use the Location Transfers screen to add or edit a transfer.

Use the Append/Edit Transfer screen to enter the location
from which you are transferring, and to enter transfer costs.

The Lot Entry screen appears if you are tracking lotsfor the
item you are transferring. Use it to indicate whether you
want to add or edit alot number.

Use the Append/Edit Lot Number screen to add or edit lots.

The Serial Number Entry screen appearsif you are working
with aserialized item. Use it to indicate whether you want
to add or edit a serial number.

Use the Append/Edit Serial Number screen to add or edit
serid numbers.

Use the Serial/Lot Number Entry screen to enter location
transfers for lotted and serialized items.

Use the Append/Edit L otted Serial Number screen to add or
edit serialized and lotted items.
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Location Transfers Screen
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Field Definitions

Field Name Description

Type Thelocation 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.

Item The ID of the item being transferred is displayed.

Loc ID The|Ds of the locations you are transferring the item from and
to are displayed.

Quantity The quantity that was transferred is displayed.

Units The unit of measure for the quantity is displayed.

Trans Date The date of the transfer is displayed.
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Location Transfers

Command Bar Definitions

Command

Enter = edit
Append
Online

Toggle tag

aLl
None

Goto

Saving and Exiting

Description

Move the prompt to the transfer you want to edit and press
Enter. The Edit Transfer screen appears.

Press A to add a location transfer. The Append Transfer
screen appears.

Press O to print aLocations Transfer picking dip form for the
current line or for all tagged transactions.

Press T totoggle the current line’stag to on or off for printing
online Location Transfer forms.

Press L to change al toggles to Tag.
Press N to change all toggle from Tag to blank (untagged).

Press G to go to a specific transfer (this command is available
only if there is more than one page of transfers).

This screen is display-only; information is saved through the append and edit
screens. To exit to the Daily Work menu, usethe Exit (F7) command.

Inventory User’s Manual
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Append/Edit Transfer Screen

Field Definitions

Inquiry

Maint

Inquiry

Maint

Inquiry

Maint

Inquiry

Maint
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Field Name Description

From Location

Item ID

Quantity

Units

Unit Cost

Extended Cost

To Location

Enter the ID of the location from which you are transferring the
item.

Enter the number of the item you want to transfer.

Enter 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.

Enter the ID of the location to which you are transferring the
item.
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Location Transfers

Inquiry

Maint

Field Name

Item ID

Qty Before

Qty After

Transfer Cost

Transaction Date
Period

Year

Comment

Form Number

Saving and Exiting

Description

Enter the ID of the item you are transferring.

The on-hand quantity of theitem in the destination location
before the transfer isdisplayed.

The on-hand quantity of theitem in the destination location
after the transfer isdisplayed.

Enter the cost of thetransfer (to include costs such as shipping,
handling, or packaging).

Enter the date of the transfer.

Enter the period you want to post the transfer cost to.
Enter the year of the transfer.

Enter additional information about the transfer.

Enter the number printed on the Location Transfersform. If
you leave the number blank, the system will assign the form
number when you print it.

To save your entries and exit to the Location Transfers screen, use the Proceed
(OK) command. To exit to the Location Transfers screen without saving your
entries, use the Exit (F7) command.

Inventory User’s Manual
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Daily Work

Lot Entry Screen

Field Definitions
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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 LocID The ID of the location the item is being transferred to is
displayed.
Requested Qty The quantity that is being transferred is displayed.

Source Lot Number
Dest. Lot Number

Ext Cost

The lot that the item is being transferred from is displayed.
The lot that the item is being transferred to is displayed.

The total cost (item cost x quantity) is displayed.
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Command Bar Definitions

Command Description

Enter = edit Move the prompt to the lot number you want to edit and press
Enter. The Edit Lot Number screen appears.

Append Press A to add alot number. The Append Lot Number screen
appears.
Done Press D to go to the Location Transfers screen.

Saving and Exiting

To exit to the Location Transfers screen, press D or use the Exit (F7) command.
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Append/Edit Lot Number Screen
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Field Definitions

Field Name Description
Inquiry | Source Lot Enter the number of the lot you are transferring the item from.
Destination Lot Enter the number of the lot you are transferring the item to.

Quantity Enter the quantity of the item being transferred fromthelot.

Trans Cost Enter the cost of transferring the quantity of items from the
lot.

Comment Enter additional information about the quantity being
transferred from the lot.

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.

Saving and Exiting
To save your entries and exit to the Lot Entry screen, use the Proceed (OK)

command. To exit to the Lot Entry screen without saving your entries, use the Exit
(F7) command.
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Field Definitions

Field Name

From Item |D

From Loc ID

Units
To Item ID

ToLocID

Requested Qty
Serial Number

Unit Cost

Inventory User’s Manual

Description

The ID of the transferred item is displayed.

The ID of the location the item is being transferred from is

displayed.
The unit of measure for the item is displayed.

The ID of the transferred item is displayed.

The ID of the location the item is being transferred to is

displayed.

The quantity that is being transferred is displayed.

The serial number of the transferred item is displayed.

The unit cost of the serialized item is displayed.
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Command Bar Definitions

Command Description

Enter = edit M ove the prompt to the serial number you want to edit and
press Enter. The Edit Seriadl Number screen appears.

Append Press A to add a serial number. The Append Serial Number
screen appears.
Done Press D to go to the Location Transfers screen.

Saving and Exiting

To exit to the Location Transfers screen, press D or use the Exit (F7) command.
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Field Definitions

Field Name Description
Serial Number Enter the serial number you are transferring.
Cost The cost of the serialized itemis displayed.
Trans Cost Enter the cost of transferring the serialized item.
Comment Enter additional information about the serialized item being
transferred.

Saving and Exiting

To save your entries and exit to the Serial Number Entry screen, use the Proceed
(OK) command. To exit to the Serid Number Entry screen without saving your
entries, use the Exit (F7) command.
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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 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
displayed.

Requested Qty The quantity that is being transferred is displayed.

Serial Number The serial number of the transferred item is displayed.

Unit Cost The unit cost of the serialized item is displayed.
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Command Bar Definitions

Command Description

Enter = edit Move the prompt to the lot number you want to edit and press
Enter. The Edit Lotted Serial Number screen appears.

Append Press A to add alot number. The Append Lotted Serial
Number screen appears.
Done Press D to go to the Location Transfers screen.

Saving and Exiting

To exit to the Location Transfers screen, press D or use the Exit (F7) command.
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Field Definitions

Field Name

Serial Number
s Lo

Inquiry | Destination Lot

d

Cost
Trans Cost

Comment

Saving and Exiting

Description

Enter 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.

To save your entries and exit to the Serial/Lot Number Entry screen, use the
Proceed (OK) command. To exit to the Serial/Lot Number Entry screen without
saving your entries, use the Exit (F7) command.
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Online Transfer Forms Screen

e

Field Definitions

Field Name Description

Starting Form Number Enter the form number to use for the first form.

Message for Forms Enter a message that will print on all of the transfer forms.
Saving and Exiting

Select the output device for the forms.

After the forms print, the Location Transfers screen appears. To return to the Daily
Work menu, use the Exit (F7) command.
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Transaction Journal

Features
Use the Transaction Journal function on the Daily Work menu to print transactions
that were entered in the Inventory Transactions function.
Re ports
A sample Transaction Journal is on page 6-50.
Screen Use
Screen Description
Transaction Journa Use the Transaction Journal screen to select the locations,
items, and types of transactions that you want to include in
the journal.
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Field Definitions

Field Name Description

Pick Enter the range of locations and items whose information you

want to include in the journal.
Print By Select the order in which you want to organize the journal.

Print Adjustments? If you want the journal to include adjustment transactions,
check the box (or enter Y in text mode); if not, uncheck the
box (or enter N in text mode).

Print Sales? If you want the journal to include sales transactions, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode).
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Field Name Description

Print Purchases? If you want thejournal to include purchase transactions, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode).

Saving and Exiting
Select the output device for the journal.

After thejournal is produced, the Daily Work menu appears.
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Transfers Journal

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 ison page 6-53.
Screen Use
Screen Description
Transfers Journal Use the Transfers Journal screen to select the locations and

items that you want to include in the journal.
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Transfers Journal Screen
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Field Definitions

Field Name Description

Pick Enter the range of locations and items whose information you

want to include in the journal.

Print By Select the order in which you want to organize the journal.

Saving and Exiting
Select the output device for the journal.

After thejournal is produced, the Daily Work menu appears.
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Daily Work

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 these tasks:

»  If you have a multiuser system, make surethat no oneelseis using the
Inventory system.

. Print the Transactions and Transfers Journals.

*  Back up al the datafiles.

Reports
A sample posting log is on page 6-58.
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.

Inventory User’s Manual 6-55



Post Transactions Daily Work

Post Transactions Screen

Dowwareht £ Ml [0 Py
mhRa B T QL | shersies |
Hisiai
Prrtnf Pt 1ot Jansah 1
Eachnd U p'fios e Fie 1 =
P T urascion, Tunde. wioh? m
Timnastnrg, Tremlt, o Corspary B | [IRTECINE | Termnal T (R

Field Definitions

Field Name Description

Have You: If you have printed the Transactions and Transfers Journals
and backed up your datafiles, check the box (or enterY in text
mode). If you haven’t done these things, uncheck the box (or
enter N in text mode), return to the Daily Work menu, and do
so before continuing.

Post Transactions, Enter T to post transactions, R to post transfers, or B to post
Transfers, or Both? both transactions and transfers.
Post To If Inventory is interfaced with General Ledger and you have

created last-year datain Generd Ledger, select the fiscal year
to post your entriesto. You can post to the current-year
GLJRxxx file or to the last-year GLJIRxxXx file.
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Saving and Exiting
Select the output device for the posting log to begin the posting process.

When the post finishes and 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
adjustmentsin the INCIxxx (COGS Journa) file. If Accounts Payable or Purchase

Order areinterfaced with Inventory, COGS adjustments from those applications are
also printed through this function.

Reports

A sample GL Adjustments Journal is on page 6-61.

Screen Use

Screen Description

GL Adjustments Journal Use the GL Adjustments Journa screen to select locations
and itemsfor the journal.
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GL Adjustments Journal Screen

o [T

Field Definitions

Field Name Description

Pick Enter the range of locations and items whose information you

want to include in the journal.

Print By Select the order in which you want to organize the journal.

Saving and Exiting
Select the output device for the journal.

After thejournal is produced, the Daily Work menu appears.
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GL Adjustments Journal
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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 L edger.

Before you post, complete these tasks:

»  If you have a multiuser system, make surethat no oneelseis using the
Inventory system.

*  Print the GL Adjustments Journal.

*  Back up al your datafiles.

Reports
A sample posting log is on page 6-65.
Screen Use
Screen Description
Post GL Adjustments Usethe Post GL Adjustments screen to select thefiscal year

you want to post the adjustmentsto.
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Field Definitions

Field Name Description

Have You: If you have printed the GL Adjustments Journal and backed
up your files, check the box (or enterY in text mode). If you
have not done these things, uncheck the box (or enter N in text
mode) and do so before continuing.

Post To If Inventory is interfaced with General Ledger and you have
created last-year datain Generd Ledger, select the fiscal year
to post your entries to. You can post to the current-year
GLJRxxx file or to the last-year GLJIRxxXx file.

Saving and Exiting

Select the output device for the posting log to begin the posting process.

When the post is finished and the log is produced, the Daily Work menu appears.
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Reorder Processing

Calculate Reorders
Reorder Report
Generate Purchase Requisitions
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Calculate Reorders

Features

Use the Cal culate Reorders function on the Reorder Processing menu to calculate
the quantity of an item to reorder. You can calcul ate reorders by one of the
following methods: Economic Order Quantity (EOQ), Forecast, or
Minimum/Maximum (Min/Max).

Repo rts
To retrieve the information entered in the Cal culate Reorders function, use the
Reorder Report function.
Screen Use
Screen Description
Cadlculate Reorders Use the Calculate Reorders screen to select the item IDs,

locetion 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.

IncludelssuesinAnnua  If you want to include the annual usage quantities for issues

Usage? (bill of materials with multiple items) in the reorder
calculation, check the box (or enter Y in text mode); if not,
uncheck the box (or enter N in text mode).

Include TransfersOut in  If you want to include the annua usage quantities for transfers
Annual Usage? in the reorder calculation, check the box (or enter Y in text
mode); if not, uncheck the box (or enter N in text mode).
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Reorder Processing

Calculate Reorders

Field Name

Include M aterial
Requisitionsin Annual
Usage

Remove All
Cdculations and Start
Over?

Replace Overlapping
Calculations?

Saving and Exiting

Description

Thisfield appearsif you entered information on the Calculate
Reorders screen but did not use the Generate Purchase
Requisitions function.

If you want to include the material requisitions in the reorder
calculation, check the box (or enter Y in text mode); if not,
uncheck the box (or enter N in text mode).

Thisfield appearsif you entered information on the Calculate
Reorders screen but did not use the Generate Purchase
Requisitions function.

If you want the system to remove previous calculaions and
start over, check the box (or enter Y in text mode); if not,
uncheck the box (or enter N in text mode). If you remove
previous calculations, you cannot replace overlapping
calculations.

Thisfield appearsif you entered information on the Calculate
Reorders screen but did not use the Generate Purchase
Requisitions function.

If you want existing calculations to be replaced by current
calculations that overlap, check the box (or enter'Y in text
mode); if not, uncheck the box (or enter N in text mode). If
you replace overlapping calculations, previous calculations
that overlap will be removed.

To save your entries and exit to the Reorder Processing menu, use the Proceed

(OK) command.
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Reorder Report

Features

Use the Reorder Report function on the Reorder Processing menu to print alist of
the items you need to reorder based on the calculationsin the Calculate Reorders

function.
Reports
A sample Reorder Report ison page 7-10.
Screen Use
Screen Description
Reorder Report Use the Reorder Report screen to enter the calculation

method you want to include in the report and to select the
order in which you want to organize the report.
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Field Definitions

7-8

Field Name

Cdculation Method

Print By

Do You Want to Print
the Report By Location?

Include Items That Are
Above Order Point?

Description

Select the calculation method you want to usein the report.
You can print quantities based on the EOQ method, the
Forecast method, the Min/Max method, or all the calculation
methods.

Select the order in which you want to organize the report.

If you want to separate the reorder quantity for each location,
check the box (or enter Y in text mode); if not, uncheck the
box (or enter N in text mode).

If you want to include items whose quantity is abovethe order

point, check the box (or enter Y in text mode); if not, uncheck
the box (or enter N in text mode).
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Saving and Exiting
Select the output device for the report.

After the report is produced, the Reorder Processing menu appears.
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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 Y ES (checked).

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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Field Definitions

Field Name Description

Calculation Method Select the calculation method you want to use when purchase
requisitions are generated. You can use the EOQ method, the
Forecast method, the Min/Max method, the least quantity
calculated of the three methods, or the greatest quantity
calculated of the three methods.

Saving and Exiting

To save your entries, use the Proceed (OK) command. To exit to the Reorder Process-

ing menu, use the Exit (F7) command.
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Reports

Inventory Movement Report
ltem Status Report

Price Report

Valuation Report

Cost Variance Report
Serialized History Report
Lot History Report
Transaction History Report
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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 transfersand to show beginning
and ending balances of selected items.

Re po rts
A sample Inventory Movement Report is on page 8-6.
Screen Use
Screen Description
Inventory Movement Use the Inventory Movement Report screen to select the
Report items, locations, product lines, and periods you want to

include in the report.
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Inventory Movement Report Screen
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Field Definitions

Field Name Description

Pick Enter the range of items, locations, product lines, and user-

defined field values you want to include in the report.

Print By Select the order in which you want to organize the report.

Do You Want to Print If you want to separate the information by location, check the

By Location? box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode).
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Reports Inventory Movement Report

Saving and Exiting
Select the output device for the report.

After the report is produced, the Reports menu appears.
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ltem Status Report

Features

The Item Status Report shows the status of items and the quantitiesin stock: on
hand, on order, committed, in use, and available.

Reports
A sample Item Status Report is on page 8-10.
Screen Use
Screen Description
Item Status Report Use the Item Status Report screen to select the items,

locations, product lines, and user-defined field valuesyou
want to include in the report.
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Field Definitions
Field Name Description
Pick Enter the range of items, locations, product lines, and user-
defined field values you want to include in the report.
Print By Select the order in which you want to organize the report.
Include Status Check the box (or enter Y in text mode) for each item status

you want to include in the report. Uncheck the box (or enter N
in text mode) for each status you want to exclude.

Print Extra Description?  If you want the report to include additiona descriptions, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode). You can print extra descriptionsonly if
you elected to use them in the Resource M anager Options and
Interfaces function.
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Reports

Item Status Report

Field Name

Print by Location?

Print Lot Detail ?
Print Serial Detail?

Print Lost/Sold Serial
Numbers?

Saving and Exiting

Description

If you want to separate the information by location, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode).

If you want to print lot detail, check the box (or enter Y in text
mode); if not, uncheck the box (or enter N in text mode).

If you want to print serial detail, check the box (or enter Y in
text mode); if not, uncheck the box (or enter N in text mode).

If you want to print serial numbers for lost or sold items,
check the box (or enter Y in text mode); if not, uncheck the
box (or enter N in text mode).

Select the output device for the report.

After the report is produced, the Reports menu appears.
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Item Status Report

Item 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 8-14.
Screen Use

Screen Description

Use the Price Report screen to select the items, locations,
and customer levels whose price information you want to
include in the report.

Price Report
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Price Report

Reports

Price Report Screen
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Field Definitions
Field Name Description
Pick Enter the range of items, locations, and customer levels you
want to include in the report.
Print By Select the order in which you want to organize the report.

Print Prices As Of

Print Profit Margin?

Print Quantity Breaks?

8-12

Enter the date on which you want to calculate prices.

If you want the report to include profit margins, check the box
(or enter Y in text mode); if not, uncheck the box (or enter N
in text mode).

If you want the report to include quantity price breaks, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode).
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Reports Price Report

Saving and Exiting
Select the output device for the report.

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 (based on the valuation
method you select), purchases, sales, COGS and Purchase Price Variance
adjustments, other type of movement adjustments, and the beginning balance based
on these figures.

Reports
A sample Vduation Report is on page 8-18.
Screen Use
Screen Description
Valuation Report Use the Valuation Report screen to select items, locations,

product lines, and user-defined field val ues that you want to
include 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 field values you want to include in the report.

Print By Select the order in which you want to organize the report.

Print Vauation Method  Select the method 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, check

the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode).
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Reports

Valuation Report

Field Name

Print Extra Description?
Print Year-to-Date?
Print GL Summary

Only?

Print Serial Detail?

Saving and Exiting

Description

If you want the report to include additional descriptions, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode). You can print extra descriptionsonly if
you elected to use them in the Resource M anager Options and
Interfaces function.

If you want the report to show year-to-date information, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode).

If you want the report summarized by GL account, rather than
showing account detail, check the box (or enter Y in text
mode); if not, uncheck the box (or enter N in text mode).

If you want the report to show serial number detail, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode).

Select the output device for the report.

After the report is produced, the Reports menu appears.
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Valuation Report

Valuation Report
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Cost Variance Report

Features

Use the Cost Variance Report to analyze the cost variance of items, using standard
to average, actua to standard, and actual to average costs.

Reports
A sample Cost Variance Report is on page 8-22.
Screen Use
Screen Description
Cost Variance Report Use the Cost Variance Report screen to select the items,

locations, product lines, and user-defined field va ues that
you want to include in the report.
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Cost Variance Report Screen
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Field Definitions
Field Name Description
Inquiry | Pick Enter the range of items, locations, product lines, and user-
defined field values you want to include in the report.
Print By Select the order in which you want to organize the report.
Print by Location? If you want the information to be separated by location, check

the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode).

Print Lot Detail ? If you want the report to include lot detail information, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode).
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Reports Cost Variance Report

Field Name Description

Print Extra Description?  |f you want the report to include additiona descriptions, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode). You can print extra descriptionsonly if
you elected to use additional descriptionsin the Resource
Manager Options and I nterfaces function.

Print Year-to-Date? If you want the report to show year-to-date information, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode).

Saving and Exiting
Select the output device for the report.

After the report is produced, the Reports menu appears.

Inventory User’s Manual 8-21



Reports

Cost Variance Report

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 8-26.
Screen Use

Screen Description

Serialized History Report ~ Use the Serialized History Report screen to select theitems,
locations, product lines, ot numbers, and serial numbers
that you want to include in the report.
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Serialized History Report Screen
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Field Definitions
Field Name Description
Inquiry | Pick Enter the range of items, locations, product lines, lot numbers,
serial numbers, and invoice dates you want to include in the

report. The Inquiry (F2) command is available for items,
locations, and product lines.

Print By Select the order in which you want to organize the report.

Print Addressand Phone  If you want the report to include address and phone number

Number Detail? detail, check the box (or enter Y in text mode); if not, uncheck
the box (or enter N in text mode). You can print the
information only if Accounts Payable/Purchase Order or
Accounts Receivable/Sales Order are interfaced with
Inventory.
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Field Name Description
Print Extra Description?  |f you want the report to include additiona descriptions, check
the box (or enter Y in text mode); if not, uncheck the box (or

enter N in text mode). You can print extra descriptionsonly if
you elected to use them in the Resource M anager Options and

Interfaces function.

Saving and Exiting
Select the output device for the report.

After the report is produced, the Reports menu appears.
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Serialized History Report

Serialized History Report
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Lot History Report

Features
The Lot History Report shows historical purchase and sales information for lotted
items.
Repo rts
A sample Lot History Report is on page 8-30.
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 to
include in the report.
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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 to include in the report. The
Inquiry (F2) command is available for items, locations, and
product lines.

Include Check the box (or enter Y in text mode) for each type of
information you want to includein the report. Uncheck the
box (or enter N in text mode) for each type of information you
want to exclude.
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Saving and Exiting
Select the output device for the report.

After the report is produced, the Reports menu appears.
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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 8-33.
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 to include in the report.
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Transaction History Report Reports

Transaction History Report Screen

o [T

Field Definitions

Field Name Description

Pick Enter the range of items, locations, source applications, and
periods and years you want to include in the report. The
Inquiry (F2) command is available for items, locations, and
source applications.

Saving and Exiting
Select the output device for the report.

After the report is produced, the Reports menu appears.
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Reports

Transaction History Report
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Analysis Reports

Safety Stock Alert Report
Order Point Alert Report
Overstock Report

Slow/Fast Movement Report
Sales Analysis Report
Gross Profit Analysis Report
Trend Analysis Report
Movement Trending Report

Inventory User’s Manual
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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 bel ow 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 9-6.
Screen Use

Screen Description
Safety Stock Alert Report  Usethe Safety Stock Alert Report screen to select theitems,

locations, product lines, and user-defined field va ues that
you want to include in the report.
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Analysis Reports

Safety Stock Alert Report Screen

Field Definitions
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Field Name Description

9-4

Print By

Include Status

Print Extra Description?

Enter the range of items, locations, product lines, and user-
defined field values you want to include in the report.

Select the order in which you want to organize the report.

Check the box (or enter Y in text mode) for each item status
you want to include in the report. Uncheck the box (or enter N
in text mode) for each status you want to exclude.

If you want the report to include additiona descriptions, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode). You can print additional descriptions
only if you elected to use them in the Resource Manager
Options and Interfaces function.
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Analysis Reports

Safety Stock Alert Report

Field Name

Print by Location?

Print Items with Zero
Safety Stock?

Saving and Exiting

Description

If you want to separate the information by location, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode).

If you want to include items with a quantity of zero in the
Safety Stock field in the Item Locations function, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode).

Select the output device for the report.

After the report is produced, the Anaysis Reports menu appears.
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Order Point Alert Report

Features

Use the Order Point Alert report on the Analysis Reports menu to list items whose
in-stock quantities are below the order points you specified (on-hand valueis
greater than the maximum on-hand value).

Reports
A sample Order Point Alert Report is on page 9-14.

Screen Use

Screen Description
Order Point Alert Report Use the Order Point Alert Report screen to select the items,

locations, product lines, and user-defined field va ues that
you want to include in the report.
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Field Definitions

Field Name

9-8

Print By

Include Status

Print Extra Description?

Description

Enter the range of items, locations, product lines, and user-
defined field values you want to include in the report.

Select the order in which you want to organize the report.

Check the box (or enter Y in text mode) for each item status
you want to include in the report. Uncheck the box (or enter N
in text mode) for each status you want to exclude.

If you want the report to include additiona descriptions, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode). You can print additional descriptions
only if you elected to use them in the Resource Manager
Options and Interfaces function.
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Order Point Alert Report

Field Name

Print by Location?

Print Items with Zero
Max. On Hand?

Saving and Exiting

Description

If you want to separate the information by location, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode).

If you want to include items with a quantity of zero in the
Maximum Quantity field in the Item Locations function,
check the box (or enter Y in text mode); if not, uncheck the
box (or enter N in text mode).

Select the output device for the report.

After the report is produced, the Anaysis Reports menu appears.
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Overstock Report

Features

Use the Overstock Report function on the Analysis Reports menu to list itemsfor
which in-stock quantities are above the order pointsyou specified (on-hand valueis
greater than the maximum on-hand value).

Reports
A sample Overstock Report is on page 9-14.
Screen Use
Screen Description
Overstock Report Use the Overstock Report screen to select the items,

locations, product lines, and user-defined field va ues that
you want to include in the report.
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Field Definitions

Field Name Description

Pick Enter the range of items, locations, product lines, and user-

defined field values you want to include in the report.
Print By Select the order in which you want to organize the report.

Include Status Check the box (or enter Y in text mode) for each item status
you want to include in the report. Uncheck the box (or enter N
in text mode) for each status you want to exclude.

Print Extra Description?  If you want the report to include additiona descriptions, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode). You can print additional descriptions
only if you elected to use them in the Resource Manager
Options and Interfaces function.
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Analysis Reports Overstock Report

Field Name Description

Print by Location? If you want to separate the information by location, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode).

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,
check the box (or enter Y in text mode); if not, uncheck the
box (or enter N in text mode).

Saving and Exiting
Select the output device for the report.

After the report is produced, the Anaysis Reports menu appears.
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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 theinventory items.

Repo rts
A sample Slow/Fast Movement Report is on page 9-18.
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 field values

that you want to include in the report.
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Field Definitions

Field Name

9-16

Print By

Print Order

Print For Period/Year

Description

Enter the range of items, locations, product lines, and user-
defined field values you want to include in the report.

Select the order in which you want to organize the report.

Select the order that you want the information to be in.You
can print in ascending or descending order for the sort field
you selected.

Accept the displayed period and yesar, or enter a different
period and year.
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Analysis Reports

Slow/Fast Movement Report

Field Name

Print Extra Description?

Print Detail ?

Suppress Zero Qty.
Items?

Saving and Exiting

Description

If you want the report to include additional descriptions, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode). You can print additional descriptions
only if you elected to use them in the Resource Manager
Options and Interfaces function.

If you want to list the tota s for the items and the grand total,
check the box (or enter Y in text mode). If you want to list
only the grand total, uncheck the box (or enter N in text
mode).

To exclude items with a quantity of zero in the PTD and YTD
Quantity columns in the report, check the box (or enter Y in
text mode). To include them, uncheck the box (or enter N in
text mode).

Select the output device for the report.

After the report is produced, the Anaysis Reports menu appears.
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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 useit to anayze the turnaround time for each stock item
during thefiscal year.

Reports
A sample Sales Analysis Report ison page 9-23.
Screen Use
Screen Description
Sales Analysis Report Use the Sales Analysis Report screen to select the items,

locations, product lines, and user-defined field va ues that
you want to include in the report.
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Field Name Description

9-20

Print For Period/Year

Cdculate Turns As Of

Print By

Print Order

Enter the range of items, locations, product lines, and user-
defined field values you want to include in the report.

Accept the displayed period and year, or enter adifferent

period and year.

The date that indicates when the calculation of turns startsis

displayed.

Select the order in which you want to organize the report.

Select the order you want the information to be sorted in.Y ou
can select slowest to fastest or fastest to dowest.
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Field Name Description

Print Select the option that specifies the amount of history you want
to include in the report.

Suppress Zero Quantity  To exclude items with a quantity of zero, check the box (or
Items? enter Y in text mode); if not, uncheck the box (or enterN in
text mode).

Saving and Exiting
Select the output device for the report.

After the report is produced, the Anaysis Reports menu appears.
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Gross Profit Analysis Report

Features

The Gross Profit Analysis Report shows the gross profit margin on itemsfor a
particular period.

Repo rts
A sample Gross Profit Analysis Report is on page 9-27.
Screen Use
Screen Description
Gross Profit Analysis Use the Gross Profit Analysis Report screen to select the
Report items, locations, product lines, user-defined field values,

percent of profit, and periods and years that you want to
include in the report.
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Ermans [ Hodes e e
srmbn @D Te | s |
Fack

P By fcaren i

Copeie H | FTS0000 | Tewwmal 100D | 5T

Field Definitions

Field Name Description

Pick Enter the range of items, locations, product lines, user-defined

field values, percentages of profit, and periods and years you
want to include in the report. Thelnquiry (F2) command is
available for items, location, product lines and user-defined

fields.
Print By Select the order in which you want to organize the report.
Print Order Select the order that you want the information to be sorted in.

You can print in order by gross profit margin (GPM) or by
reverse gross profit margin.

Print by Location? If you want to separate the information by location, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode).

9-24 Inventory User’s Manual



Analysis Reports Gross Profit Analysis Report

Saving and Exiting
Select the output device for the report.

After the report is produced, the Anaysis Reports menu appears.
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Trend Analysis Report

Features

The Trend Anaysis Report shows the quantity of items sold during a particular
period. Useit to anadyzetrendsin your inventory sales or purchases.

Reports
A sample Trend Analysis Report is on page 9-31.
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 to include in the report.
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Field Definitions
Field Name Description

Print

Print Detail ?

9-28

Enter the range of items, locations, product lines, and periods
and years you want to include in the report. Thelnquiry (F2)
command is available for items, locations and product lines.

Select the types of transactions you want to includein the
report. You can include purchases or sales.

If you want to list the tota s for the items and the grand total,
check the box (or enter Y in text mode). If you want to list
only the grand total, uncheck the box (or enter N in text

mode).
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Saving and Exiting
Select the output device for the report.

After the report is produced, the Anaysis Reports menu appears.
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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.

Re po rts
A sample Movement Trending Report ison page 9-34.
Screen Use
Screen Description
Movement Trending Use the Movement Trending Report screen to select the
Report range of items and locations you want to include in the

report; how you want the number of items rounded; and
whether you want to include purchases, saes, or other
inventory information.
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Field Definitions
Field Name Description
Pick Enter the range of items, locations, product lines, and user-
defined field values you want to include in the report.
Print By Select the order in which you want to organize the report.

Round to Nearest

Print

9-32

Select the precision to which you want the quantities rounded
on the report. You can round quantities to the nearest ten
thousand, to the nearest thousand, to the nearest hundred, to
the nearest ten, or to the nearest whole number.

For each type of information, check the box (or enter Y in text
mode) if you want to include it in the report, or uncheck the
box (or enter N in text mode) if you want to exclude it from
the report.
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Analysis Reports Movement Trending Report

Field Name Description

Ending Period Enter the period number and year you want to use as the
cutoff.

Print by L ocation? If you want the locations to appear in ascending order, check

the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode).

Saving and Exiting
Select the output device for the report.

After the report is produced, the Anaysis Reports menu appears.
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Item Price Change 10-3
Cost Changes 10-7
Quantity Cross Verification 10-11
Year-End Maintenance 10-15
Purge Selected Files 10-19
Rebuild Item Quantities 10-23
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ltem Price Change

Features

Use the Item Price Change function on the Periodic Processing menu to change the
price of items.

Repo rts
A sample Item Price Change Log is on page 10-6.
Screen Use
Screen Description
Item Price Change Use the Item Price Change screen to change prices for
selected items, price I1Ds, locations, product lines, and user-
defined fields.
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Item Price Change

Periodic Processing

Item Price Change Screen

Field Definitions
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Field Name Description

10-4

Print Audit log?

Print By

Adj Base

Enter the range of items, prices, locations, product lines, and
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, check the box (or enter Y in text mode); if not, uncheck
the box (or enter N in text mode).

If you chose to print the audit log, select the order in 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 Processing Item Price Change

Field Name Description

Adj Type Enter % for a percentage adjustment; enter $ for adollar
adjustment.

Adj Amount Enter the amount of the adjustment. For negative quantities,
use the minus symbol ; enter positive quantities without a plus
sign.

Saving and Exiting

If you elected to print the audit log, select the output device for the log. If you
elected not to print the log, use the Proceed (OK) command to begin the price
change process.

When the processisfinished (and after thelog is produced) the Periodic Processing
menu reappears.
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Item Price Change

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 ison page 10-10.
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.

Inventory User’s Manual 10-7



Cost Changes Periodic Processing

Cost Changes Screen
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Field Definitions
Field Name Description
Adj Base Enter Sif you want to use standard cost as the adjustment
base, or enter B if you want to use base cost as the adjustment
base.

Pick Enter the range of items, locations, product lines, and user-

defined fields whose cost information you want to change.

Print By Select the order in which you want to organize the log.

Inquiry | Cost Code This field appears if you selected standard cost as the
adjustment base.

Enter the range of cost codes for which you want to change
costs.

10-8 Inventory User’s Manual



Periodic Processing Cost Changes

Field Name Description

Adj Type Enter % to use a percentage adjustment; enter $ to use adollar
adjustment.

Adj Amount Enter the amount of the adjustment. For negative quantities,
use the minus symbol ; enter positive quantities without a plus
sign.

Saving and Exiting
Select the output device for the log to begin the cost change process.

After thelog is produced, the Periodic Processing menu appears.
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Cost Changes Log

Cost Changes
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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 surethat no oneelseis using the INQL xxx
(Quantity Locations), INQTxxx (Quantity Totals), and INSNxxx (Serial Numbers)
files. Other users cannot access these files while you use this function.

Repo rts
A sample Quantity Cross Verification Log is on page 10-13.
Screen Use
Screen Description
Quantity Cross Use the Quantity Cross Verification screen to producealog
Verification of discrepancies between the INQLxxx, INQTxxx, and
INSNxxx files.
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Quantity Cross Verification Screen
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Field Definitions

Field Name Description

Have you: If you have backed up your data files and made sure that no
one else is using the system, check the box (or enterY in text
mode); if not, uncheck the box (or enter N in text mode),

return to the Periodic Processing menu, and do so before
continuing.

Saving and Exiting
Select the output device for the log to begin the verification process.

When the processis finished (and after the log is produced,) the Periodic
Processing menu appears.
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Quantity Cross Verification

Periodic Processing

Quantity Cross Verification Log
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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.

Repo rts
A sample Year-End Maintenance Log is on page 10-18.
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 totalsin the INHSxxx (Summary History) file are reset
to begin accumulating data for the next year.
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Year-End Maintenance Screen
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Field Definitions

Field Name

Have You:

10-16

Description

If you have backed up your data files and made sure that no
one else is using the system, check the box (or enterY in text
mode); if not, uncheck the box (or enter N in text mode),
return to the Periodic Processing menu, and do so before
continuing.

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.
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Periodic Processing Year-End Maintenance

Field Name Description

Do you want to run If you want to verify that your quantity filesarein sync, check
Quantity Cross the box (or enter Y in text mode); if not, uncheck the box (or
Verification? enter N in text mode). If you do not run the verification, the

log is printed without verifying that the quantities are the same
inthe INQLxxx (Quantity Locations) and INQTxxx (Quantity
Totas) files.

Saving and Exiting
Select the output device for the log to begin the maintenance process.

When the processis finished and after the log is produced, the Periodic Processing
menu appears.
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Year-End Maintenance

Year-End Maintenance Log
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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

Purge Selected Files

Inventory User’s Manual

Description

Use the Purge Selected Files screen to delete the following
information when it becomes outdated:

serial numbers

lot numbers

bin numbers
alternate items
obsolete items
physical count information
promotional pricing
serial history

lot history

detail history
summary history
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Periodic Processing

Purge Selected Files Screen
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Field Definitions

10-20

Field Name

Have you:

Delete Lost or Sold
Serial Numbers with
Initial Dates Before?

Delete Zero Quantity
Lotswith Sale Dates
Before?

Description

If you have backed up your datafiles, printed al the reports,

and made sure that no one else is using the system, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode), return to the Periodic Processing menu, and

do so before continuing.

Enter the acquisition date for serialized items where the
deletion or lost and sold serial numbers should stop.

Enter the sale date for zero-quantity |ots where the deletion
should stop. Zero-quantity lots before the date you enter will
be deleted.

Inventory User’s Manual



Periodic Processing

Purge Selected Files

Field Name

Delete Alternate Items
with End Dates Before?

Delete Promotional
Pricing with End Dates
Before?

Delete Bins with Last
Physical Count Date
Before?

Delete Obsolete Items
with Last Sale Dates
Before?

Delete Serialized
History and Numbers
with Invoice Dates
Before?

Delete Lot History with
Invoice Dates Before?

Delete Detail History
with Transaction Dates
Before?

Deete Summary
History Dated Before
Period/Year?

Saving and Exiting

Description

Enter the end date for alternate numbers where the deletion
should stop. Alternate numbers with end dates before the date
you enter will be deleted.

Enter the end date for the promotional pricing where the
deletion should stop. Promotional price IDs with end dates
before the date you enter will be deleted.

Enter the end date for the physical count date where the
deletion should stop. Binswith physical count dates before the
date you enter will be deleted.

Enter the end date for obsolete items where the deletion
should stop. Obsolete items with last sale dates before the date
you enter will be deleted.

This field appears if you keep serialized history.

Enter the invoice date for seridized history and serial numbers
where the deletion should stop. Serialized history and serial
numbers with invoi ce dates before the date you enter will be
deleted.

Enter the invoice date for lot history where the del etion should
stop. Lot history before the date you enter will be deleted.

This field appears if you keep detail history.

Enter the transaction date for detail history where the deletion
should stop. Detail history before the date you enter will be
deleted.

Enter the period/year for summary history where the deletion
should stop. Summary history before the date you enter will
be deleted.

After thefiles 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 applicationsthat interface with Inventory.

Reports

A sample Rebuild Item Quantities Log is on page 10-26.

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 isusing the
system.
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Periodic Processing

Rebuild Item Quantities Screen
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Field Definitions
Field Name Description
Have you: If you have backed up your data files and made sure that no

Print Adjustment Log
only?

10-24

one else is using the system, check the box (or enterY in text
mode); if not, uncheck the box (or enter N in text mode),
return to the Periodic Processing menu, and do so before
continuing.

If you want to print the adjustment log without updating
quantities, check the box (or enter Y in text mode); if not,
uncheck the box (or enter N in text mode).
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Periodic Processing Rebuild Item Quantities

Saving and Exiting
Select the output device for the log to begin the rebuild process.

When the rebuild is finished and 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 1 1

Physical Inventory Selection 11-3

Freeze Quantities 11-7

Print Physical Inventory Tags 11-11
Print Physical Inventory Worksheets 11-15
Physical Counts Tag Entry 11-19
Physical Counts Worksheet Entry 11-25
Batch List 11-31
Update Perpetual Inventory 11-47
Physical Count List 11-35
Variance Report 11-39
Physical Count Valuation Report 11-43
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Physical Inventory Selection

Features

Use the Physical Inventory Selection function on the Physical Inventory menu to
identify abatch ID and select the data you want to include in the batch.

Re ports
To produce alist of the dataincluded in the batch ID, use the Batch List function
on the Physical Inventory menu.

Screen Use
Screen Description
Physical Inventory Usethe Physical Inventory Selection screen to enter abatch
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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Field Definitions

Inquiry

Inquiry
Inquiry

d

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 GL period to which you want to post when the count
is complete.

Location ID From/Thru  Enter the range of locations you want to include in the batch.
Item ID From/Thru Enter the range of items you want to include in the batch.

Bin Number From/Thru  Enter the range of bins you want to include in the batch.
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Physical Inventory Selection

iy

Inquiry

Field Name

Product Line From/Thru
User-Defined Fields 1/2
From/Thru

Use Tag Numbers?

Display Frozen
Quantities?

Enter Exceptions Only?

Default Frozen
Quantities?

Print Items With Zero
Quantities?

Freeze Quantities?

Saving and Exiting

Description

Enter the range of product lines you want to include in the
batch.

Enter the range of user-defined field values you want to
include in the batch.

If you want to print tags and use tag numbers in the Physical
Counts Tag Entry function, check the box (or enter Y in text
mode); if not, uncheck the box (or enter N in text mode).

If you want frozen quantities to be displayed when you enter
counts, check the box (or enter Y in text mode); if not,
uncheck the box (or enter N in text mode).

If you want the counted quantity to be equal to the frozen
quantity (so that only physical discrepancies must be entered),
check the box (or enter Y in text mode); if not, uncheck the
box (or enter N in text mode).

If you want your frozen and counted quantities to be equal,
and you want your frozen quantities to be displayed, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode). If you elect not to default frozen quantities,
you must enter counted quantities for each item.

If you want to print items with a quantity of zero on tags or
worksheets, check the box (or enter Y in text mode); if not,
uncheck the box (or enter N in text mode).

If you are ready for a physica count (all adjustments have
been made) and want to freeze your on-hand quantities, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode).

To save your entries and exit to the Physical Inventory menu, use the Proceed
(OK) command. To exit to the Physical Inventory menu without saving your
entries, use the Exit (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 physica count.

If you chose to freeze quantitiesin the Physical Inventory Selection function, you
do not need to usethis function.

Reports
No report is associated with this function.
Screen Use
Screen Description
Freeze Quantities Use the Freeze Quantities screen to select the batch 1D

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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Field Definitions

Field Name

Description

Freeze quantities?

11-8

Description

Enter the ID of the batch you want to freeze quantitiesfor.

Note: You must enter a batch ID that ison file. (You can add
new batches using the Physical Inventory Selection function.)

Press Enter to accept the description that isdisplayed, or enter
adifferent description for the batch.

If you are ready for a physica count (all adjustments have
been made) and you want to freeze your on-hand quantities,
check the box (or enter Y in text mode); if not, uncheck the
box (or enter N in text mode).

Inventory User’s Manual



Physical Inventory Freeze Quantities

Saving and Exiting

To save your entries and exit to the Physical Inventory menu, use the Proceed
(OK) command. To exit to the Physical Inventory menu without saving your
entries, use the Exit (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 atag for each item/location, bin number, lot, and serial number in the physical

count.
Re po rts
A sample Physical Inventory Tag ison page 11-14.
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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Field Definitions

Field Name Description

Batch ID Enter the ID of the batch you want to work with.
Print By Select the order in which you want to organize the tags.
Select Select the type of items you want to include in the tags.

Print Frozen Quantities?  If you have frozen your inventory quantities and you want to
print them on the tags, check the box (or enter Y in text
mode); if not, uncheck the box (or enter N in text mode).

Use Tag Numbers? If you chose to use tag numbersin the Physical Inventory
Selection function, the box is checked (or YESis displayed in
text mode). If you did not choose to use tag numbersin the
Physical Inventory Selection screen, you can do so now.
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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 thelast
number tag number that printed successfully.

Saving and Exiting
Select the output device for the tags.
Before the tags are produced, the message M ount Tags Now appears. Insert the tag
forms into the printer and press Enter when you are ready to print. Themessagel s
the form aligned? appears. If the form isaligned, select Yes (or enter Y in text
mode); if not, select No (or enter N in text mode) and realign the paper.

After thelist is produced, the Physical Inventory menu appears.
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Print Physical Inventory Worksheets

Features

Usethe 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 11-18.
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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Field Definitions

Field Name

11-16

Print By
Select

Print Frozen Quantities?

Page Break on
Worksheets?

Description

Enter the ID of the batch you want to work with.
Select the order in which you want to organize the worksheets.
Select the type of items you want to include in the worksheets.

If you have frozen your inventory quantities and you want to
print them on the worksheets, check the box (or enter Y in text
mode); if not, uncheck the box (or enter N in text mode).

If you chose to print the batch by location or product line and
you want a page break between locations or product lines,
check the box (or enter Y in text mode); if not, uncheck the
box (or enter N in text mode).

If you chose to print by bin number, you cannot insert page
breaks.
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Saving and Exiting
Select the output device for the worksheets.

After the worksheets are produced, the Physical Inventory menu appears.
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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 CountsTag Entry
function, use the Physical Count List function on the Physical Inventory menu.

Screen Use

Screen

Physica Counts Tag Entry

Append/Edit Tags

Enter Exceptions

Inventory User’s Manual

Description

Use the Physical Counts Tag Entry screen to enter the
physical count for each tag number.

Use the Append/Edit Tags screen to add or change
information about the tag: item, location, bin number, unit
of measure, counted quantity, and lot and serial numbers.

Use the Enter Exceptions screen 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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Field Definitions

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.

LocID,BinID, ItemID, ThelocationID, binID, item D, and lot /serial numbersin the
Lot/Serial Number physical count are displayed. If you are entering exceptions
only, thesefields 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 Physica
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 pressEnter.
The Edit Tags window appears.

Goto Press G to go to aspecific tag (thiscommand isonly available
if there are more than one page of tag entries).

Exceptions Press C to go to the Enter Exceptions window and enter
discrepancies in quantities.

Append Press A to add tag numbers. The Append Tags window
appears.

Random Entry Press R to edit tags in random order (this command is

available only if you are not entering exceptions only).

Batch Press B to go to the Batch field and enter a different batch ID.

Saving and Exiting

To exit to the Physical Inventory menu, use the Exit (F7) command.
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Append/Edit Tags Screen
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Field Definitions
Field Name Description
Tag Number Enter the tag number for the batch.

|nquiry L ocation

|nquiry Item ID

Maint

Bin No

Inquiry
Inquiry

f

| Unit of Measure
Counted Qty
|nquiry Serial Number

|nquiry Lot Number

Saving and Exiting

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 or change the counted quantity of the item.
Enter the serial number of the item.

Enter the lot number for the item.

To exit to the Physical CountsTag Entry screen, use the Proceed (OK) command.

11-22
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Physical Counts Tag Entry

Enter Exceptions Screen
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Field Definitions
Field Name Description
Tag Number Enter or change the tag number for the batch.
Location The location 1D for the physica count is displayed.
Item ID Theitem ID for the batch is displayed.
Bin No The bin number for theitemis displayed.
Counted Qty Enter or change the counted quantity of the item.

Unit of Measure

Inquiry

Serial Number

Lot Number

Saving and Exiting

Enter or change the unit of measure for the item.
The serial number of theitem is displayed.

The lot number for the item is displayed.

To exit to the Physical Counts Tag Entry screen, use the Proceed (OK) command.
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Physical Counts Worksheet Entry

Features
Usethe 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.

Re ports
To produce a list of the information entered in the Physical CountsWorksheet
Entry function, use the Physical Count List function on the Physical Inventory
menu.

Screen Use
Screen Description
Physica Counts Use the Physical Counts Worksheet Entry screen to enter
Worksheet Entry the physical count for each worksheet.

Append Physical Count Use the Append Physical Count window to add information
about the worksheet: item, location, bin number, unit of
measure, counted quantity, and lot and serial numbers.

Edit Physical Count Use the Edit Physical Count window to change information
about the worksheet: item, location, bin number, unit of
measure, counted quantity, and lot and serial numbers.

Selected Sort Use the Selected Sort window to select how you want the
information to be displayed.
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Physical Counts Selected Sort Screen
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Field Definitions

Field Name Description

Selected Sort Select the order in which you want the items to be displayed.

Saving and Exiting

After you make your selection, the Physical Counts Worksheet Entry screen
appears.
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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 D, Bin D, Product
Line, Tag No., Lot
Number, Serial Number

Inventory User’s Manual

Theitem ID, bin ID, product line, tag number (if you are using
tags), and lot and serid numbersin the 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 on the Physical Counts Selected Sort
screen.
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Field Name Description

Frozen Qty If you elected to show frozen quantities in the Physical
Inventory Selection function, the system’s quantity is
displayed.

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 pressEnter.
The Edit Physical Count screen appears.

Goto Press G to go to a specific item in the list (this command is
available only when there is more than one page of items).

exCeptions Press C to enter a count that differs from the frozen quantity
for an item (this command is available only if you chose to
enter exceptions only in the Physical Inventory Selection
function). The Enter Exceptions screen appears.

Location Press O to go the Location ID field and change the location.

Append Press A to add tag numbers. The Append Physical Count
Screen appears.

Batch ID Press B to return to the batch ID field. Then select another

physical count batch to work with.

Saving and Exiting

To exit to the Physical Inventory menu, use the Exit (F7) command.
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Append Physical Count Screen
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Field Definitions
Field Name Description
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 Enter the unit of measure for the item.
Tag Number Enter the tag number for the batch.
Counted Qty Enter or change the counted quantity of the item.
Serial Number Enter the serial number of the item.
Lot Number Enter the lot number for the item.

Saving and Exiting

To exit to the Physical Counts Worksheet Entry screen, use the Proceed (OK)
command.
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Field Definitions

Field Name Description
Location The location 1D where the item is stored is displayed.
Item ID Theitem ID is displayed.
Bin No The bin number for theitemis displayed.
Tag Number Enter the tag number for the batch (if you chose to use tag
numbersin the Physical Count Selection function).
Counted Qty Enter or change the counted quantity of the item.
Unit of Measure Enter the unit of measure for the counted quantity.
Serial Number The serial number of the item is displayed.
Lot Number The lot number for the item is displayed.

Saving and Exiting

To exit to the Physical CountsWorksheet Entry screen, use the Proceed (OK)
command.
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Batch List

Features

TheBatch List showsthe status of each batch in the physica inventory process and
the selection criteria entered in the Physical Inventory Selection function.

Reports
A sample Batch List is on page 11-34.
Screen Use
Screen Description
Batch List Use the Batch List screen to enter the batch | Ds whose

information you want to include in the list.
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Field Definitions

Field Name Description

Inquiry | Enter Batches to Print Enter the IDs of the batches you want in the list.

Print Selection Criteria?  If you want the location 1Ds, item I Ds, bin numbers, product
lines, and user-defined fields for the batch to print in thelist,
check the box (or enter Y in text mode); if not, uncheck the
box (or enter N in text mode).

Print Selection Toggles?  If you want the selection togglesfor using tag numbers,
displaying frozen quantities, and defaulting counted quantities
to print in the list, check the box (or enter Y in text mode); if
not, uncheck the box (or enter N in text mode).
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Saving and Exiting
Select the output device for the list.

After thelist is produced, the Physical Inventory menu appears.
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Physical Count List

Features

After you enter physical counts, produce alist 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 11-38. An asterisk (*) indicates that there
isagap in the tag number sequence or that atag number is missing.

Screen Use

Screen Description

Physical Count List Use the Physical Count List screen to enter batches whose
quantities you want to include in the list.
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Field Definitions

Inquiry

11-36

Field Name

Enter Batches to Print
Print By

Print Exceptions Only?

Print Lot/Serial
Numbers?

Print Missing Entries
Only?

Description

Enter the IDs of the batches you want to include in the list.
Select the order in which you want to organize thelist.

If you want to list only exceptionsfor the batches, check the
box (or enter Y in text mode); if not, uncheck the box (or enter
N in text mode).

If you want to list lot and serial numbers for each item, check
the box (or enter Y in text mode); if not, uncheck the box (or
enter N in text mode).

If you want to print alist of items that have not been entered
through tags or worksheets, check the box (or enter Y in text
mode); if not, uncheck the box (or enter N in text mode).
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Saving and Exiting
Select the output device for the list.

After thelist 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 Perpetua Inventory

function.
Repo rts
A sample Variance Report is on page 11-41.
Screen Use
Screen Description
Variance Report Use the Variance Report screen to enter the batches that you

want to include in the report.
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Variance Report Screen

Field Definitions

Field Name Description

Enter Batchesto Print  Enter the IDs of the batches you want to include in the report.

Saving and Exiting
Select the output device for the report.

After the report is produced, the Physical Inventory menu appears.
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Physical Count Valuation Report

Features

Use the Physical Count Ve uation Report function on the Physical Inventory menu
to produce alist of your inventory items and their quantitiesand values in dollars.

Reports

A sample Physical Count Valuation Report is on page 11-45.

Screen Use

Screen Description

Physica Count Vauation Use the Physical Count VValuation Report screen to select
Report the batches you want to include in the report.
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Physical Count Valuation Report Screen

Field Definitions

Field Name Description

Inquiry | Enter Batches To Print  Enter the batches you want to include in the report.

Saving and Exiting
Select the output device for the report.

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.
Re po rts
A sample Update Perpetual Inventory Log is on page 11-50.
Screen Use
Screen Description
Update Perpetua Use the Update Perpetual Inventory screen to enter the
Inventory batches you want to use to update the Inventory quantity

and Genera Ledger files.
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Update Perpetual Inventory Physical Inventory

Update Perpetual Inventory Screen

i Wl Popstusd Irpeodoeg

[owwairnd il Mo [heei P
mhRa B T QL | shersies |

H s i A ks L o oss g FieaT
i Wmd e E ki Pl byt p i o J il ™

Firdss 0w 1| e
|I.é' ¥ |&|

Fail vanare s Smw i b Gerw Ldge =

Posir 1 [y et el Lo
5 Cuparid W o il
i Ll Yot Pl

Corspairy B [EYIT20N00 1wl OGS CR

Field Definitions

Field Name Description

Have You Backed Up If you have backed up your data files, check the box (or enter
Your Data Files? Y in text mode); if not, uncheck the box (or enter N in text
mode) and do so before continuing.

Have You Completed If you have completed entering physical counts for the batch,
Entering Physical check the box (or enter Y in text mode); if not, uncheck the
Inventory for the box (or enter N in text mode), return to the Physical Inventory
Batches? menu, and finish your entries before continuing.

Note: You must also produce the Variance Report before you
update your perpetua inventory.Y ou cannot reconstruct this
report after you post.

Enter Batchesto Update  Enter the batches for which you want to update quantities.
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Physical Inventory Update Perpetual Inventory

Field Name Description
Post Variance Amount If Inventory isinterfaced with Genera Ledger and you want to
to Genera Ledger? post directly to General Ledger, check the box (or enterY in

text mode); if not, uncheck the box (or enter N in text mode).

Post to General Ledger  If Inventory isinterfaced to General Ledger and | ast-year files
existin General Ledger, select the fiscal year to which you
want to post journal entries.

Saving and Exiting
Select the output device for the log.

After thelog is produced, the Physical Inventory menu appears.
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Physical Inventory

Update Perpetual Inventory

Update Perpetual Inventory Log
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ltems

Features

Use the Items function on the File Maintenance menu to enter and maintain your
inventory items at theitem level.

Reports

To produce alist of theinformation entered on the Items screen, use the Item Detall
List function on the Master File Lists menu.

Screen Use

Screen

Items - Selection

Items - General
Information

Items - Units of Measure

Items - Alternate Items

Items - Locations

Inventory User’s Manual

Description

Use the Items selection 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 Item Locations.

Use the General Information screen to enter or change general
information about the item, default values, and user-defined
fields.

Use the Units of Measure screen to set up or maintain an
unlimited number of alternate units of measure for an item.

Use the Alternate Items screen to set up and maintain
alternate, customer, superseded, bar code, and vendor part
numbers for an item.

Use the Item L ocations sel ection screen to set up thelocations
where the item is stored.

You can get to the Item Locations selection screen from the
Items function or from the Item L ocations function. The field
descriptions are in the Item Locations function.
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Items File Maintenance

Items Selection Screen
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Field Definitions
Field Name Description
Inquiry | Item ID Enter the ID of the item whose information you want to add or
change.
Inquiry | Copy From Thisfield appears if you entered a new item ID. Enter the ID

of the item whose information you want to copy

Description Enter adescription of theitem. If you elected to use additional
descriptionsin the Resource Manager Options and Interfaces
function, the Additional Descriptions screen appears.
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File Maintenance

Items

Field Name

Do You Want to
Maintain

Saving and Exiting

Description

For each screen you want to work on, check the corresponding
box (or enter Y in text mode). To skip a screen, uncheck the
corresponding box (or enter N in text mode).

If you are adding new items, you must enter general
information.

When you use the Proceed (OK) command to save your entries, the first screen
you selected from the Items sel ection screen appears. To exit to the File
Maintenance menu, use the Exit (F7) command.

Inventory User’s Manual
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Iltems

File Maintenance

Items - General Information Screen

Field Definitions

Field Name
temio

Description

Status

Item Type

12-6

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

Select the type of item you are setting up. An item can be any
of these types: nonserialized, serialized, or service.
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File Maintenance

Items

Field Name

Kitted Item?

Track Lots?

Auto Reorder?

[ Inquiry |BaseuOM
Maint

W Sales Category
Maint

W Product Line
Maint

W Item Price ID
Maint

T

| Maint |

Base Unit Weight

Inventory User’s Manual

Description

If the item can be used as a kit, check the box (or enterY in
text mode); if not, uncheck the box (or enter N in text mode).

If you are working with a service item, thisfield is skipped.

If you want to track lots for theitem, check the box (or enter Y
in text mode); if not, uncheck the box (or enter N in text
mode).

If you are working with a service item or akitted item, this
field is skipped.

If you want the item to be in the Reorder Report whenever the
reorder level is reached, check the box (or enter Y in text
mode); if not, uncheck the box (or enter N in text mode).

If you are working with a service item or akitted item, this
field is skipped.

Enter or change the base unit of measure. Usethe smallest unit

of measure at which the item is sold or stocked.

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.
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Iltems

File Maintenance

Field Name Description
W Hazardous Code Enter or change the hazardous material code for the item.
Maint
W User-Defined Fields Enter or change the user-defined fields for the item.
Maint

Saving and Exiting

When you use the Proceed (OK) command to save your entries and exit from the
General Information screen, the next screen you selected from the Items selection
screen appears. |f you did not select another screen, the Item selection screen
appears.

Items - Units of Measure Screen
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File Maintenance

Items

Field Definitions

Field Name

Item ID
Description

Units

Conversion Factor

%/$

Penalty

Default

Description

The ID of the item you are working with is displayed.
The description of the item you are working with is displayed.

The base unit of measure you entered on the General
Information screen is displayed.

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.

The penalty factor determines the price when fractional parts
of aunit 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 asa
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, enter %. To charge adollar amount that applies to the
entire sale, enter $.

Enter the percentage or dollar amount of the penalty.

The default unit of measure is displayed.

Command Bar Definitions

Command
Enter = edit
Append

Base unit defaults

Inventory User’s Manual

Description
Move the prompt to the line you want to edit and pressEnter.
Press A to add a unit of measure to the list.

Press D to go to the Default field and edit the default unit of
measure you set up on the General Information screen.
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Command Description

Next screen Press N to go to the next screen you selected or to return to the
Items sel ection screen if the Units of Measure screenisthe last
screen you selected.

Previous screen Press P to go to the previous screen or to return to the Items

selection screen if the Units of Measure screen is the first
screen you selected.

Saving and Exiting

To save the information and go to the next or previous screen, press N or P,
respectively. To exit to the File Maintenance menu, use the Exit (F7) command.

Items - Alternate Items Screen
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File Maintenance

Items

Field Definitions

Field Name
Item ID
Description

Alternate Type

Src ID

Alternate Item 1D
Start Date
End Date

Description

The ID of the item you are working with is displayed.
The description of the item you are working with is displayed.

Enter the type of alternate you want to use:
alias

Alternate part number

Customer part number

Superseded part number

Bar code

Vendor part number

If you selected a customer alternate, enter a customer ID; if
you selected a vendor alternate, enter a vendor ID.

Enter or change the 1D for the alternate item you sel ected.
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 time, leave this field blank.

Command Bar Definitions

Command
Enter = edit
Append

Next screen

Previous screen

Inventory User’s Manual

Description

Move the prompt to the line you want to edit and pressEnter.
Press A to add an alternate item to the list.

Press N to go to the next screen you selected or to return to the
Items selection screen if the Alternate Items screenis the last
screen you selected.

Press P to go to the previous screen or to return to the Items
selection screen if the Alternate Items screen isthe first screen
you selected.
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Saving and Exiting

To save theinformation and go to the next or previous screen, press N or P,
respectively. To exit to the File Maintenance menu, use the Exit (F7) command.

Items - Locations Screen
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For information about this screen, seethe Item Locations function, page 12-13.
Saving and Exiting

Use the Proceed (OK) command to save your entries and return to the Item
selection screen. Then enter another item ID or use the Exit (F7) command to
return to the File Maintenance menu.
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Item Locations

Features

Use the Item Locations function to add and maintain the following item-specific
information at the location level:

e generd default information
*  priceinformation

e costinformation

*  vendor information

. bin information

e lot numbers

e serial numbers

Reports

To produce alist 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 - Selection  Use the Item Locations selection 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

Edit Price Information

Edit Vendor Information

Edit Lot Information

Edit Serial Numbers

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 vendorsfor the
item.

Use the Bin Information screen to enter bin locationsfor 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 screen to copy information from
an existing location record.

Use the Edit Price Information screen to change pricing
information for the unit specified and to view quantity
breaks for the item.

Use the Edit Vendor Information screen to update quantity
price break information and to change vendor purchase
order information.

Use the Edit Lot Information screen to change quantity and
purchase information for the lot.

Use the Edit Serial Numbers screen to update quantity and
purchase information for the serial number.
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Item Locations

Item Locations Selection Screen
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Field Definitions

Field Name
tanio
Description

Loc

Inventory User’s Manual

Description

Enter the ID of the item for which you want to add or change
location information.

The description of the item is displayed.

Accept the displayed unit of measure, or enter adifferent unit.
The unit is used for the quantity display in the location scroll
region.

The location I1Ds for the item are displayed.

If you delete alocation record that contains inventory items,
you can no longer access those item location records. If you
accidentally delete alocation 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

Description

The number of units on hand at thelocation 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.

Check the box (or enter Y in text mode) for each screen you
want to work on; uncheck thebox (or enterN in text mode) for
each screen you do not want to work on. Then see the
appropriate screens below.

Command Bar Definitions

Command

Enter = edit

Append
Item

Units

Saving and Exiting

Description

Move the prompt to the location you want to edit and press
Enter. The cursor goesto the DoY cuWant to Maintain
fields, where you can select the screens you want to edit.

Press A to add alocation to the list for this item.
Press| to go to the Item ID field and enter a different item ID.

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

When you use the Proceed (OK) command to save your entries, the first screen
you selected from the Item L ocations sel ection screen appears. To exit to the File
Maintenance menu, use the Exit (F7) command.

12-16
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File Maintenance Item Locations

Item Locations - Location Information Screen

s Loy Locabe

Lorwar: £ Uoden [ Hee

mrmha B0 T4 T
tarill i Loz g mﬂﬂ-‘l
Lz pean Ehecireal Factage
e : “ﬁ L Aromnin

e il [t fiL Apcaed Coxde T |
Erfims 1 & Sl oo
Prcsib TT] |5 s =57 et
L] | e ra I=mtap 1448
B Arira - WP T80
Frupaai Fas HED Ei = amrdopp Zajp miwerd e TiLEm

ey s O00GS Ay rdrmed Gdin
i HE &t Pard Prics Vareocs s
Arbaiad'vake PG AT PaTran Adkeiesd  EEIED

o Tearabe Cast e

ueesty Eiwtm Vs Gt e
Hamrwa ] ] O imrd 3
i Far 15000 | BT ade w| ok (]
5 el Sk OO Lok o T ] 7T
EDa 10000 S Lk i B plabie (L
B ke O i1 i Dk P} | R
I - ) | Comspanrg B | [XTTC000 | Tewrmnal T000 (v

Field Definitions

Field Name Description

Item ID The ID of the item you are working with is displayed.

Location ID The location you selected on the Item Locations screenis
displayed.

Description The description of the item is displayed.

Units The unit of measure you are working with is displayed.

Vendor ID Ehnter or change the vendor from whom you usually purchase

the item.

Bin Number Enter or change the bin number where the item is stored.
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Item Locations

File Maintenance

Inquiry

Maint

Inquiry

Maint

12-18

Field Name

Price ID

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 changethe price ID for the item. The price ID can be
used to calculate a price for the item use the Price Structures
function.

Enter or change the number of daysit usually takesthe 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 islisted in the Safety
Stock Alert Report.

If you changed the order point quantity, enter M (manual).

If the system cal cul ates the order point, the order point status
is calculated.

If you want to freeze the current order point quantity, enter F.

Enter or change the quantity you want to have as a safeguard
against the uncertainty of the order process.
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File Maintenance

Item Locations

Inquiry

Maint

Field Name

Safety Stock Status

EOQ Quantity

EOQ Status

Min Order Qty

GL Account Code

GL accounts

On Hand

Committed

In Use

Available

Inventory User’s Manual

Description
If you changed the amount of the safety stock, enter M
(manual).

If the system cal cul ates the safety stock, the safety stock status
is calculated.

If you want to freeze the current order point quantity, enter F.

Enter or change the most economic order quantity you usually
order from the vendor.

If you changed the EOQ amount, enter M (manual).
If the system cal culates EOQ, the EOQ status iscalcul ated.

If you want to freeze the current EOQ quantity, enter F.
Enter or change the minimum quantity you want to order.

Enter or change the GL account code you want to use.

The GL account numbers associated with the GL account code
you entered are displayed.

The quantity on hand at the location is displayed.

Enter or change the number of units of the item on order for
customers or otherwise reserved.

If Inventory is interfaced with Sales Order, thisfield is
updated when you enter orders or a new sales order in the
Inventory Transactions function.

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 itis
posted.

The quantity available for sale (the on-hand quantity minus
the in-use and committed quantities) is displayed.
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Item Locations File Maintenance

Field Name Description

On Order Enter or change the quantity that is on order from the vendors.
Saving and Exiting

When you use the Proceed (OK) command to save your entries, the next screen

you selected from the Item Locations selection screen appears. If you did not select
another screen, the Item Locations selection screen appears.

Item Locations - Price Information Screen
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File Maintenance

Item Locations

Field Definitions

Field Name

Item ID

L ocation

Description
Units

Average Price
Base Price

List Price
Minimum Price

Cust LvI

Description

Adj Base

%/$
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Description

The ID of the item you are working with is displayed.

The location you specified on the Item Locations screenis
displayed.

The description of the item is displayed.

The default unit of measureis displayed.

The average pricefor theitem at the location is displayed.
The base price of the item at the location is displayed.

The list price of the item at the location is displayed.

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 sandard 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

O r T>rw

calculated price: price at the time the price break is
calculated

If you want to use a percentage adjustment, enter % if you
want to use a dollar adjustment, enter $.
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File Maintenance

Field Name

Adjustment

Promo?

12-22

Description

Enter the amount of the adjustment. Negative amounts are
subtracted from the base and positive amounts are added to it.

If apromotional priceis set up and should be applied to the
customer level, check the box (or enter Y in text mode); if not,
uncheck the box (or enter N in text mode).
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Command Bar Definitions
Price Information

Command Description

Tab = Customer Levels  Press Tab to go to the Customer Levels section of the screen.

Enter = edit Move the prompt to the line you want to edit and pressEnter.
The Edit Price Information screen appears (see Append/Edit
Price Information later in this section).

Next screen Press N to go to the next screen you selected or to return to the
Item Locations selection screenif the Price Information screen
isthe last screen you selected.

Previous screen Press P to go to the previous screen or to return to the Item

Locations selection screen if the Price Information screen is
the first screen you selected.

Customer Levels

Command Description

Tab = Price Info Press Tab to go to the Price Information section of the screen.

Enter = edit Move the prompt to the line you want to edit and pressEnter.

Append Press A to add a customer level to the list.

Next screen Press N to go to the next screen you selected or to return to the
Item L ocations screen if the Price Information screen isthe
last screen you selected.

Previous screen Press P to go to the previous screen or to return to the Item

Locations screen if the Price Information screen is the first
screen you selected.

Saving and Exiting

To save the information and go to the next or previous screen, pressN or P,
respectively. To exit to the File Maintenance menu, use the Exit (F7) command.
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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 isdisplayed.
Location The location you selected on the Item Locations screenis
displayed.
Description The description of the item is displayed.
Units The unit of measure you are working with is displayed.
Average
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Enter or change the weighted average cost of the item,
regardless of the costing method you are using.
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Field Name Description

Last 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, thisfield is updated.

Base Enter or change the cost of the unit.

Carrying Cost Percent If you entered a carrying cost percent in the Locations
function, it is displayed.

Enter the amount you want to override the carrying costby.
When you override the carrying cost, you alow for an
increase or a decrease to the item'’s carrying cost as a result of
abnormal conditions.

Ordering Cost Amt 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.

Inquiry Code If you are using the standard costing valuation method, enter
= the standard cost codes.
Maint
Description The description of the standard cost code is displayed.
Cost Enter or change the amount of the cost bucket.
Standard Cost The standard cost total (total of the costs entered) is displayed.
Init Date 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.
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File Maintenance

Field Name

On Hand

Unit Cost
Extended Cost
Lot Number

Total On Hand

Total Extended Cost

Description

The quantity of itemsin 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.

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.

Command Bar Definitions

12-26

Command

Tab = Cost Detail

Costs

Enter = edit

Append

Next screen

Previous screen

Standard Cost Makeup

Description

Press Tab to go to the Cost Detail section of the screen.
Press C to go to the Costs section of the screen.

M ove the prompt to the standard cost bucket you want to edit
and press Enter.

Press A to add a standard cost makeup code and the associated
cost.

Press N to go to the next screen you selected or to return to the
Item Locations selection screen if the Cost Information screen
isthe last screen you selected.

Press P to go to the previous screen or to return to the Item
Locations selection screen if the Cost Information screenis
the first screen you selected.
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Cost Detail

Command Description

Tab = Cost Makeup Press Tab to go the Standard Cost Makeup section of the
screen.

Costs Press C to go to the Costs section of the screen.

Enter = edit Move the prompt to the cost detail you want to edit and press
Enter.

Append Press A to add a cost detail line.

Next screen Press N to go to the next screen you selected or to return to the
Item L ocations selection screen if the Cost Information screen
isthe last screen you selected.

Previous screen Press P to go to the previous screen or to return to the Item

L ocations selection screen if the Cost Information screenis
the last screen you selected.

Saving and Exiting

To save the information and go to the next or previous screen, press N or P,
respectively. To exit to the File Maintenance menu, use the Exit (F7) command.
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Item Locations - Vendor Information Screen
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Field Definitions

Field Name

Item ID

Location

Description
Units
Vendor

Vendor’s Part Number
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Description

The ID of the item you are working with isdisplayed.

The location you selected on the Item Locations screenis
displayed.

The description of the item is displayed.
The default unit of measureis displayed.
The vendors available for the item are displayed.

The number the vendor uses to identify the item is displayed.
Thisinformationis printed on the orders produced in Purchase
Order if you use additional descriptionsin Purchase Order.
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Field Name Description

Lead The number of daysit usually takes the vendor to ship theitem
toyou is displayed.

Quantity The quantity last ordered from the vendor is displayed.

Unit The unit last ordered from the vendor is displayed.

Cost The last order cost from the vendor is displayed.

Date The date the last purchase was made from the vendor is
displayed.

Command Bar Definitions

Command Description

Enter = edit Move the prompt to the line you want to edit and pressEnter.
The Edit Vendor Information screen appears.

Append Press A to add a vendor to the item. (See Append/Edit
Vendor Information later in this chapter for more
information.)

Next screen Press N to go to the next screen you selected or to return to the

Item L ocations selection screen if the Vendor Information
screen isthe last screen you selected.

Previous screen Press P to go to the previous screen or to return to the Item
Locations selection screen if theVendor Information screenis
the first screen you selected.

Saving and Exiting

To save the information and go to the next or previous screen, press N or P,
respectively. To exit to the File Maintenance menu, use the Exit (F7) command.
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Item Locations - Bin Information Screen
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Field Definitions
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Field Name Description

Item ID The ID of the item you are working with isdisplayed.

Location The location you selected on the Item Locations screenis
displayed.

Description The description of the item is displayed.

Units The unit of measure you are working with is displayed.

Bin No Enter the bin number where this item is stored.

Tag Number If atag number was assigned to the bin during the last physical
count, it is displayed.

Date The last date a physical count was taken is displayed.
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Field Name Description

Count Qty The quantity counted during the last physica count is
displayed.

Units The unit of measure the last physical count was based on is
displayed.

Batch The batch 1D used in the last physical count is displayed.

Command Bar Definitions

Command Description
Append Press A to add a bin number to the item.
Next screen Press N 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.

Previous screen Press P to go to the previous screen or to return to the Item
Locations screen if the Bin Information screen is thefirst
screen you selected.

Saving and Exiting

To save the information and go to the next or previous screen, press N or P,
respectively. To exit to the File Maintenance menu, use the Exit (F7) command.
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Item Locations - Lot Information Screen
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Field Definitions

Field Name

Item ID

Location

Description
Units

Lot Number
Available

Avg Unit Cost
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Description

The ID of the item you are working with isdisplayed.

The location you selected on the Item L ocations selection
screen is displayed.

The description of the item is displayed.

The unit of measure you are working with is displayed.
The lot numbers of the item are displayed.

The quantity availableis displayed.

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 pressEnter.
Append Press A to add alot to the item. (SeeAppend/Edit Lot

Information later in this section).

Next screen Press N to go to the next screen you selected or to return to the
Item L ocations selection screen if the Lot Information screen
isthe last screen you selected.

Previous screen Press P to go to the previous screen or to return to the Item
Locations selection screen if the Lot Information screen isthe
first screen you selected.

Saving and Exiting

To save the information and go to the next or previous screen, press N or P,
respectively. To exit to the File Maintenance menu, use the Exit (F7) command.
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Item Locations - Serial Numbers Screen
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Field Definitions
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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 screenis
displayed.

Description The description of the item is displayed.

Units The default unit of measureis 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

Status

Description

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

L ost: the serialized item was lost when a physical count was
taken

Command Bar Definitions

Command
Enter = edit

Append

Next screen

Previous screen

Saving and Exiting

Description

Move the prompt to the line you want to edit and pressEnter.

Press A to add alot to the item. (SeeAppend Serial Number
later in this section for more information.)

Press N to go to the next screen you selected or to return to the
Item Locations selection creen if the Serial Numbers screen is
the last screen you selected.

Press P to go to the previous screen or to return to the Item
Locations selection screen if the Serial Numbers screen isthe
first screen you selected.

To save the information and go to the next or previous screen, press N or P,
respectively. To exit to the File Maintenance menu, use the Exit (F7) command.
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Append Location Screen
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Field Definitions

Field Name

Inquiry | Copy From

Do You Want to Copy

Saving and Exiting

Description

Enter the ID of the location record you want to add.
Enter the 1D of the location record you want to copy.

For each option, check the box (or enter Y in text mode) to
indicate that you want to copy the information from the
location record, or uncheck the box (or enter N in text mode)
to skip copying that information.

To save your entries and exit to the Item Locations screen, use the Proceed (OK)
command. To exit to the Item L ocations screen without saving your entries, use the

Exit (F7) command.
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Append/Edit Price Information
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Field Definitions

Field Name

Unit of Measure
Average Price
Base Price

List Price

Minimum Price

Quantity 1-5
%/$

Price Adj

Inventory User’s Manual

Description

The unit of measure for the item is displayed.
Enter or change the average selling price of the item.
Enter or change the selling price of each unit.

Enter or change the manufacturer’s suggested retail price of
the item.

Enter or change the minimum price the item will be sold at.

Enter or change one to five quantities that a customer must
purchase to get the discount price.

Enter % to use a percentage adjustment; enter $ to use adollar
adjustment.

Enter the amount of the quantity adjustment.
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Saving and Exiting

To save your entries and exit to the Price Information screen, use the Proceed
(OK) command. To exit to the Price Information screen without saving your
entries, use the Exit (F7) command.

Append/Edit Vendor Information
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Field Name Description
Vendor ID If you are editing a vendor record, the vendor 1D 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 nameis displayed. If
you are adding a vendor record, enter the vendor's name.
Lead Time Enter or change the number of daysit usually takesthe vendor
to ship the item to you.
Vendor’s Part Enter or change the number the vendor uses to identify the
item. Thisinformation is printed on the orders produced in
Purchase Order.
Last Order Qty Enter or change the last quantity ordered from the vendor.
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Field Name

Inquiry | Units

Last Order Cost

Last Order No
Last Order Date
Quantity 1-5
Cost

Units

Saving and Exiting

Description

Enter or change the number of units you |ast ordered from the
vendor.

Enter or change the cost of the last order.

Enter or change the order number of the last purchase made
from the vendor.

Enter or change the date the last order was placed with the
vendor.

Enter or change the quantity you must purchase before
receiving the cost adjustment from the vendor.

Enter or change the vendor’s unit cost for the quantity
adjustment.

The default unit of measureis displayed.

To save your entries and exit to theVendor Information screen, use the Proceed
(OK) command. To exit to theVendor Information screen without saving your
entries, use the Exit (F7) command.

Append/Edit Lot Information
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Field Definitions
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Field Name
Lot No
Expires
Comment

Status

Received

Sold
Returned
On Hand
Committed

In Use

Available

On Order (PO)
Vendor ID

Name

PO Number
PO Date
Invoice Number

Invoice Date

Description

Enter or change the number of the lot.
Enter or change the expiration date of the lot.
Enter acomment or additional information about the lot.

Enter A if thelotisavailable, Sif the entirelot has been sold,
or E if the lot has expired.

Enter or change the received quantity in the lot before any was
sold or returned.

Enter or change the quantity sold in the lot.

Enter or change the quantity returned in the lot.

The quantity on hand in the lot is displayed.

Enter or change the number of units in the lot that is reserved.

Enter or change the quantity that has been invoiced but not
posted in the lot.

The quantity availablefor sale in thelot (the on-hand quantity
minus the in-use and committed quantities) is displayed.

Enter or change the amount on order.
The ID of the vendor the lot was purchased from is displayed.

The name of the vendor the lot was purchased fromis
displayed.

The purchase order number is displayed.
The date the purchase order was made is displayed.
The invoice number is displayed.

The date of the invoice is displayed.
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Field Name

Purch Unit Cost

Saving and Exiting

Description

The unit cost of the purchase is displayed.

To save your entries and exit to the Lot Information screen, use the Proceed (OK)
command. To exit to the Lot Information screen without saving your entries, use
the Exit (F7) command.

Append/Edit Serial Numbers
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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

Status

Init Date

Price
Vendor 1D

Name

PO Number

PO Date
Invoice Number
Invoice Date
Cost

Customer ID

Name

Order Number
Order Date
Invoice Number
Invoice Date

Price

Description

Enter or change the status of the serialized item:

A if theitem is new and available for sale

| if theitem has been sold but the invoice has not been posted
Sif the item has been sold and theinvoice has been posted

L if the item was lost when aphysical count was last performed

The date you received the seridized item from the vendor is
displayed.

The price of the serialized item is displayed.
The ID of the vendor you purchased the item from is displayed.

The name of the vendor you purchased the item from is
displayed.

The purchase order number you used to purchasethe itemis
displayed.

The date of the requisition or purchase order is displayed.

The vendor’sinvoice number for the item isdisplayed.

The date of the vendor’s invoice is displayed.

Enter the unit cost of the item.

TheID of the customer who last purchased the item is displayed.

The name of the customer who last purchased the item is
displayed.

The last order number is displayed.

The date the last customer placed the order is displayed.
The last invoice number for the item is displayed.

The last invoice date is displayed.

Enter or change the unit selling price of the item.
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Saving and Exiting

To save your entries and exit to the Serial Numbers screen, use theProceed (OK)
command. To exit to the Serial Numbers screen without saving your entries, use
the Exit (F7) command.
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Locations

Features

Use the Locations function on the File Maintenance menu to set up and maintain
the locations where you stock inventory.

Reports
To producealist of theinformation entered in the Locations function, usethe 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

Field Definitions

(A Lowlions ____________________________________________WEOD
[owwairedi [ Mowdes [0 P
*Exm bR pE T e QL | shersies |
Lo 1 FEmr N
Hams ML LN D W iEH OUSE
Sk T BETTTT HONTH DAYSHOPE W'y
dekiaa 1 I
] |
CopfEte ATl [ w
T ouriy P |
Cordact }
Maae Fianks
P Mkt
Lo Dot Pt | BT
Oberglectée | 5000
Corpary M | [IRYITC0NE | 1ammnal TODE R0
Field Name Description
Location ID Enter or change the location ID.
Copy From Thisfield 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/ Enter or change the address of the location.
Address 3
City/State Enter or change the city and state of the location. The Inquiry
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(F2) command is available in the State field.
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Field Name
Inquiry | Zip/Country

Contact

Phone Number

Fax Number

Carrying Cost Pct

Ordering Cost Amt

Saving and Exiting

Description

Enter or change the location’s zip code and the country. The
Inquiry (F2) command is available in the Country field.

Enter or change the name of the contact person at the location.
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 thetotal value
of your inventory, is used in the EOQ cdculation 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 Item
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 Item Locations
function.

To save your entries, use the Proceed (OK) command. Then enter another location
ID or usethe Exit (F7) command to return to the File M aintenance menu.
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Copy Item to Location

Features

Use the Copy Item to Location function on the File Maintenance menu to copy an
item from one location to another.

Repo rts
There are no reports associated with this function.

Copy Item to Location Screen
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Field Definitions

Inquiry

Inquiry

Inquiry

il
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Field Name

Copy From: Location
ID

Copy To: Item ID
From/Thru

Copy To: Location D
From/Thru

Do You Want to
Copy:

L ocation General
I nformation

Unit Pricing
Information

Customer Lever
Pricing

Average Cost

Base Cost

Description

Enter the ID of the location from which you want to copy items.

Enter or select theitem ID you want to copy to the new location.
If you are copying arange of items, select the first item and enter
itinthe From field. Enter the last item in the Thru field.

Enter or select the new location ID you want to copy to.

If you are copying to arange of locations, select thefirst location
and enter it in the From field. Enter the last location and enter it
inthe Thru field.

Select No to not copy the information. Select Add Only to copy
only new information to the new location. Select Overwriteto
overwrite any copied information to the new location.

Select No to not copy the information. Select Add Only to copy
only new information to the new location. Select Overwrite-Add
to overwrite any existing information at the copied-to location
and add new information.

Select No to not copy the information. Select Add Only to copy
only new customer information to the new location. Select
Overwrite-Add to overwrite any existing information at the
copied-to location and add new information.

Select No to not copy the information. Select Add if Zero to add
the information to the new location if the quantity at the new
location is zero. Select Overwrite-Add to overwrite any existing
information at the copied-to location and add new information.

Select No to not copy the information. Select Add if Zero to add
the information to the new location if the quantity at the new
location is zero. Select Overwrite-Add to overwrite any existing
information at the copied-to location and add new information.
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Field Name Description

Last Cost Select No to not copy the information. Select Add if Zero to add
the information to the new location if the quantity at the new
location is zero. Select Overwrite-Add to overwrite any existing
information at the copied-to location and add new information.

Standard Cost Select No to not copy the information. Select Add if Zero to add
the information to the new location if the quantity at the new
location is zero. Select Overwrite-Add to overwrite any existing
information at the copied-to location and add new information.

Vendor Select No to not copy the information. Select Add if Zero to add

Information the information to the new location if the quantity at the new
location is zero. Select Overwrite-Add to overwrite any existing
information at the copied-to location and add new information.

Bin Information ~ Select No to not copy the information. Select Add if Zero to add
the information to the new location if the quantity at the new
location is zero. Select Overwrite-Add to overwrite any existing
information at the copied-to location and add new information.
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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 ordersin Accounts Receivable/Sales Order. If you use Inventory
as a standalone system, you can enter price IDsin the Inventory Transactions

function.
Repo rts
To produce alist of the information entered in the Price Structures function, usethe
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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File Maintenance

Price Structures Screen

Field Definitions

Inquiry

Inquiry

Maint
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Field Name Description
Price ID Enter or change the price ID you want to work with.
Copy From Thisfield 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 L vl Enter or change the customer level.
Description The description of the customer level isdisplayed.
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Field Name Description

Adjustment Base 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 timethe price break is calculated

%/$ Enter % to use a percentage adjustment; enter $ to use adollar
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

Enter = edit Move the prompt to the customer level you want to edit and
press Enter.

Append Press A to add a customer level.

Delete Price ID Press D to delete an entire price D and all thecustomer levels.

Price ID Press P to enter aprice ID.
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Saving and Exiting

To save your entries, use the Proceed (OK) command. To exit to the File
Maintenance menu, use the Exit (F7) command.
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Promotional Pricing

Features

Use the Promotiona Pricing function on the File Maintenance menu to set up
markups or discounts for selected inventory items.

If you set up more than one promotiona pricing adjustment for the sameitem, 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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Field Name Description
Promo ID Enter the ID of the promotion you are setting up.
Copy From Thisfield appears if you entered a new promotional 1D. 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 I Ds, 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

Saving and Exiting

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 timethe price break is calculated

Enter % to use a percentage adjustment; enter $ to use adollar
adjustment.

Enter the amount of the adjustment. For negative quantities,
use the minus symbol; enter positive quantities without a plus
sign.

To save your entries, use the Proceed (OK) command. To exit to the File
M aintenance menu, use the Exit (F7) command.
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Tables

Features
Use the Tables function on the File Maintenance menu to set up and maintain the
INPDxxx, INUDSxxx, and INUSRxxx tables.
Tables store information about the system, data, options, and default settings for
other applications.

Repo rts
To produce aligt of the information entered for each table, usethe Tables List
function on the Master File Lists menu.

Screen Use
Screen Name Description
Tables Use the Tables screen to maintain Inventory tables.

Inventory User’s Manual 12-61



Tables

File Maintenance

Tables s

Field De

creen
mre — mEmO|
Commania [l Hede O Een
*Fm R EE | Te a5 | _thersies |
Tabis 1 I—_II Oeisigisi i
Pirsw i Ly ] Lokrar Leng T Tm |__|
|
Crsmpuisity H | (0700 | T TN | (T
finitions
Field Name Description

TaelD

Inquiry

12-62

| Copy From

Description
Number of Cols

Column Length

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 aterminal-specific table, enter the
table ID plus the four-character terminal 1D.

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 1D.

Enter or change the description of the table.
The number of columnsin the table is displayed.

The length of the columnsin the table is displayed.
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Field Name Description

Type The type of charactersyou can enter in the tableis
displayed—alphanumeric (A), numeric with two decimal
places (N), numeric with three decimal places (3), or numeric
with four decima places (4). Although you can change the
type, you cannot enter any other type of character than the
table originally specified.

Saving and Exiting

Use the Proceed (OK) command to save your entries. Then enter another table ID
or use the Exit (F7) command to return to the File Maintenance menu.
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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 ID INPDxxx (xxx is the company ID).

INUDSxxx Table

The INUDSxxx table holds three fields that are used to define the user-defined
field sorts. Thistable is accessed through the User-Defined Field Sorts function on
the Code Maintenance menu.

Enter the table ID INUDSxxx (xxx is the company D).
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 ID INUSRXxxx (xxx is the company D).
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Change Fields

Features

Use the Change Fields function on the File Maintenance menu to change any code
from one value to another. The Change Fields function can change codes within
this application, aswell as in other applications.

To produce a list of fields changed, use the Print Log feature. A sample of the log
appears on page 12-69.

Change Fields Screen

When you select Change Fields from the menu, this screen appears:
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The screen contains 3 sections. The top, or Header, section, which includes the
Field ID and Print Log?fields, iswhere you select the code or ID to change, and
whether or not you want to produce the printed log. The lower |eft, or Values,
section iswhere you will build alist of the values you want to change by specifying
the old value and the new value. The lower right, or Files, section contains alist of
thefilesthat will be changed in the applications you have installed on your system.

Field Definitions—Header

Field Name Description

Inquiry | Field ID Enter the Field 1D you want to change. You can change only
Inventory fields from the Inventory menu. To change IDs and

codes from other applications, run the Change Fields function
in the respective application.

Print Log? Select the Print Log field to print alist of the files that are
changed.

After you enter thefield ID and indicate your preference for printing the log, use
the Proceed (OK) command to begin entering field values to change.

Field Definitions—Values

Field Name Description
Original Value Enter the current field value that you want to change.
New Vaue Enter the new value that you want to use for thisfield.

Command Bar

Command Description
Tab =tag Press Tab to switch to the Files section of the screen.
Enter = edit Press Enter to edit the current line.
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Change Fields

Command
Append
Begin code change

Header

Goto

Field ID

Description

Press A to append another value to change to the list.
Press B to begin the change field process.

Press H to return to the header section to change the selection
you made for printing the log.

Press G to go to a particular entry.

Press F to choose a new field ID (this will abandon any field
changes you have entered, but not yet made).

Continue entering old values and new values until you have specified all of the
values you want to change. If you want to change thefilesthat will be changed, you
can use the Tab command to jump to that section. If you are satisfied with your
selections, press B to begin the change process.

Field Definitions—Files

Field Name

File Description

Time

Tag

Inventory User’s Manual

Description

The files that contain the Field 1D you selected appear.

This field givesyou an idea of the relativetimeit will take to
changethefield inagivenfile. Fileswherethis codeor ID are
apart of the key to thefile can be changed more quickly than
files where each record in the file must be scanned for the
code or ID. Each fileisrated asShort or L ong to dencte the
estimated time required to change the field.

Thisfield denotes whether the file will be affected by the copy
process. Tag the file to change fields in thefile.
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Command Bar

Command Description

Tab = value Press Tab to return to the Values screen section.

Enter = Tag/Untag Press Enter to toggle afile as included or excluded from the
COpy process.

All Press A to tag dl of the files.

None Press N to untag al of the files.

Begin Press B to being the change field function.

Header Press H to return to the header section to change the selection
you made for printing the log.

Goto Press G to go to a particular entry.

Field ID Press F to choose anew field ID (this will abandon any field

changes you have entered, but not yet made).

When you have tagged the filesyou want to change, press B to begin the change
process. When the changes are complete, the log will print if you elected to
produceit.

Enter anew field ID to change, or use the Exit (F7) command to return to the File
Maintenance menu.
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12-69

File Maintenance

Change Fields Log
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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

Field Definitions

Field Name Description
Sdles Category Enter the sales category whose information you want to add or
change.
Description Enter a description of the sales category.

Saving and Exiting

To save your entries, use the Proceed (OK) command. To exit to the Code
Maintenance menu, use the Exit (F7) command.
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Customer Levels

Features

Use the Customer Levels function on the Code Maintenance menu to categorize
your customers. Thisinformation is used in Accounts Receivable, the Price
Structures function, and the Promotional Pricing function.

Repo rts
To produce alist 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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Customer Levels Screen

Field Definitions

Field Name Description
Customer Level Enter the customer level whose information you want to add
or change.
Description Enter a description of the customer level.

Saving and Exiting

To save your entries, use the Proceed (OK) command. To exit to the Code
M aintenance menu, use the Exit (F7) command.
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Product Lines

Features

Use the Product Lines function on the Code Maintenance menu to categorize your
inventory itemsinto groups. Product lines are used to organize items in reports and
to make group price changes.

Repo rts
To produce aligt of the information entered in the Product Lines function, usethe
Product Lines List function on the Master Code Lists menu.
Screen Use
Screen Description
Product Lines Use the Product Lines screen to set up your product line
codes.
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Product Lines Screen

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.

Saving and Exiting

To save your entries, use the Proceed (OK) command. To exit to the Code
M aintenance menu, use the Exit (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:

+ sdes

e cost of goods sold

e inventory

* work in process

* inventory adjustment

*  COGS adjustment

*  purchase price variance

»  physical count adjustment
o transfer cost

Account codes are used when you post sales, purchases, transfers, adjustments, and
physical countsto 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 Definitions

Field Name

Account Code

Inquiry

Maint

13-10

Description

Saes

Description

Enter the account code whose information you want to add or
change.

Thisfield 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 sal es account to use when posting income.
The Maintenance (F6) and Inquiry (F2) commands are
availableif Inventory is interfaced to General Ledger.
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Field Name Description
Inquiry Cost of Goods Sold Enter or change the cost-of-goods-sold account to use when
. posting costs. The M aintenance (F6) and Inquiry (F2)
Maint commands are available if Inventory isinterfaced to General
Ledger.
| Inquiry I Inventory Enter or change the inventory account to use when posting
= changes to inventory value. The M aintenance (F6) and
| Maint | Inquiry (F2) commands are availableif Inventory is
interfaced to General Ledger.
Inquiry Work in Process Enter or change the work-in-process account to use when
- posting jobs that are in process. TheM aintenance (F6) and
Maint Inquiry (F2) commands are availableif Inventory is

interfaced to General Ledger.

Inquiry Inventory Adjustment Enter or change the inventory adjustment account to use when
posting adjustments made to inventory. TheM aintenance
Maint (F6) and Inquiry (F2) commands are availableif Inventory is
interfaced to General Ledger.
| Inquiry COGS Adjustment Enter or change the COGS adjustment account to use when
posting adjustments made to inventory. TheM aintenance
| Maint (F6) and Inquiry (F2) commands are availableif Inventory is
interfaced to General Ledger.
Inquiry Purchase Price Variance  Enter or change the purchase price variance account to use
- when posting differences between the standard cost and the
Maint actual cost. The Maintenance (F6) and Inquiry (F2)
commands are availableif Inventory is interfaced to General
Ledger.
Inquiry Phys Count Variance Enter or change the physica count variance account to use
when posting physical count differences. The M aintenance
Maint (F6) and Inquiry (F2) commands are availableif Inventory is
interfaced to General Ledger.
Inquiry Phys Count Adjustment  Enter or change the physical count adjustment account to use
when posting physical count differences. The M aintenance
Maint (F6) and Inquiry (F2) commands are availableif Inventory is

interfaced to General Ledger.
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Field Name Description
Inquiry Transfer Cost Enter or change the transfer cost account to use when posting
. transfer costs. The M aintenance (F6) and I nquiry (F2)
Maint commands are available if Inventory is interfaced to Genera
Ledger.

Saving and Exiting

To save your entries, use Proceed (OK) command. To exit to the Code
Maintenance menu, use the Exit (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 for your inventory items when cal culating reorder

quantities.
Repo rts
To produce alist of theinformation entered in the Forecast Types function, use the
Forecast Types List function on the Master Code L ists menu.
Screen Use
Screen Description
Forecast Types Use the Forecast Types screen to designate weight factors
for the selected periods.Y ou can al'so set up an adjustment

factor to predict an increase or adecrease in demand.
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Forecast Types Screen
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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 Thisfield appearsif you entered anew 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/End Date Thefirst day and last day of the period are displayed.

Adjustment % Enter or change the percentage of increase or decrease you
expect due to business growth or shrinkage.

Saving and Exiting

To save your entries, use the Proceed (OK) command. To exit to the Code
M aintenance menu, use the Exit (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.

Theinformation entered hereis used on the Cost Information screen in the Iltem
L ocations function.

Re ports
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 M akeup 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 CostMakeup 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.

Saving and Exiting

To save your entries, use the Proceed (OK) command. To exit to the Code
Maintenance menu, use the Exit (F7) command.
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Hazardous Material Codes

Features

Reports

Use the Hazardous Material Codes function on the Code Maintenance menu to
define the material codes you use when shipping inventory items. The hazardous
material codes prescribed by the US Department of Transportation areincluded in
with the Inventory application. Use this function to change the codes or add new
codes as needed.

The information entered hereis used on the General Information screen in the
Items function.

To produce aligt of the information entered in the Hazardous Material Codes
function, use the Hazardous Material Codes List function on the Master Code Lists
menu.

Screen Use

Screen Description

Hazardous Material Codes  Use the Hazardous Material Codes screen to define the
codes used in inventoring particular items.
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Hazardous Material Codes Screen
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Field Definitions

Field Name

Hazardous M aterial

Type

Hazardous M aterial
Number
Description

Saving and Exiting

Description

Enter atype code to identify the source of the materia
number: You can enter UN, NA, or ER (for ERG numbers).

Enter the number used to identify this particular material.

Enter or change the description of the material.

To save your entries, use the Proceed (OK) command. To exit to the Code
M aintenance menu, use the Exit (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.

Repo rts
To produce alist 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.

Inventory User’s Manual 13-21



User-Defined Fields Code Maintenance

User-Defined Fields Screen
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Field Definitions

Field Name Description
Inquiry | User-Defined Field Enter a number between 1 and 16 for each user-defined field.
Field Description Enter or change the description of the field that you want to
appear whenever you are prompted for user-defined fields.
Type 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.

Field Value Enter or change the field values for the user-defined field you
are working with.

Description 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 press Enter.

Append Press A to add a field name and a description.Y ou can have a
total of 16 user-defined fields.

Delete Press D to delete a field name and description.

Field no Press F to enter a new user-defined field number.

Saving and Exiting

To save your entries, use the Proceed (OK) command. To exit to the Code
M aintenance menu, use the Exit (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 sortsto usein selected reports and to group items together for
analysis purposes.

If you change the original sort sequence you set up, back up your datafiles. The
INVExxx (Items) and INKY xxx (Alternate Keys) files must be rewritten during

this process.

Reports
To produce alist of the information entered in the User-Defined Field Sorts
function, use the User-Defined Field Sorts List function on the Master Code Lists
menul.

Screen Use
Screen Description

User-Defined Field Sorts ~ Use the User-Defined Field Sorts screen to set up two
additional sorts for reports.Y ou can identify three user-
defined fields for each sort.
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Code Maintenance

User-Defined Field Sorts Screen

[owwaireh il Mhwien [wi P

SEMm BB ma

Mol M iminds

EE
-

|

2 romipmrd
1 Calm
Ll

Sl S

1 HoaCainadtos 1

p— e m
T e L] el

T 05| sarwion |
] 13
18 i
m 15
1 bl
k]

Fireap i ok
EscTaramy
Trrma

Pirngy W Primbeid Lo
S iy Coden

Tarwen:

Corspairy B [EYIT20N00 1wl OGS CR

Field Definitions

13-26

Field Name

Field Descriptions

Sort Sequence

Primary

Secondary

Description

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 firgt in the sort sequence.

Enter the number of the user-defined field that you want to
appear second in the sort sequence.
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Field Name Description

Tertiary Enter the number of the user-defined field that you want to
appear third in the sort sequence.

Saving and Exiting

To save your entries, use the Proceed (OK) command. To exit to the Code
Maintenance menu, use the Exit (F7) command.
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Item Detail List

Features
The Item Detail List contains information about your inventory items: general
information, alternate items, units of measure, and location summary information.
Repo rts
A sample Item Detail List is on page 14-6.
Screen Use
Screen Description
Item Detail List Use the Item Detail List screen to select the items, product
lines, and user-defined fields that you want to includein the
list.
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Item Detail List

Master File Lists

Item Detail List Screen
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Field Definitions

Inquiry

Inquiry

Inquiry

e

Inquiry

Field Name

Pick Item ID From/Thru

Pick Location ID
From/Thru

Pick User-Defined Field

1 From/Thru

Pick User-Defined Field

2 From/Thru

Print By

Description

Enter the range of items you want to include in thelist.

Enter the range of locations you want to include in the list.

include in thelist.

include in thelist.

Enter the range of values in user-defined field 1 you want to

Enter the range of values in user-defined field 2 you want to

Select the order in which you want to organize thelist.
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Master File Lists Item Detail List

Field Name Description

Print For each type of item information you want to includein the
list, check the box (or enter Y in text mode). To exclude a
type, uncheck the box (or enter N in text mode).

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master File Lists menu appears.
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Master File Lists
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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 ison page 14-10.
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 to
includein the list.
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ltem Summary List Screen
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Field Definitions
Field Name Description

Inquiry Pick Item ID From/Thru  Enter the range of items you want to include in thelist.

Pick Location ID Enter the range of locations you want to include in the list.
From/Thru

Pick User-Defined Field  Enter the range of values in user-defined field 1 you want to
1 From/Thru includein thelist.

Pick User-Defined Field  Enter the range of values in user-defined field 2 you want to
2 From/Thru includein thelist.
Print By Select the order in which you want to organize the list.

=
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Master File Lists ltem Summary List

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master File Lists menu appears.
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Item Locations List

Features

Usethe Item Locations List function on the Master File Lists menu to produce alist
of location, price, cost, vendor, bin, lot, and serial information about your inventory

items.
Reports
A sample Item Locations List is on page 14-14.
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 to include
in the list.
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Item Locations List

Master File Lists

Item Locations List Screen
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Field Definitions

Inquiry

Inquiry

Inquiry

Inquiry

14-12

Field Name

Pick Item ID From/Thru

Pick Location ID
From/Thru

Pick User-Defined Field
1 From/Thru

Pick User-Defined Field
2 From/Thru

Print By

Description

Enter the range of items you want to include in thelist.

Enter the range of locations you want to include in the list.

Enter the range of values in user-defined field 1 you want to
includein thelist.

Enter the range of values in user-defined field 2 you want to
includein thelist.

Select the order in which you want to organize thelist.
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Field Name Description

Print For each type of information you want to includein the list,
check the box (or enter Y in text mode). To exclude atype,
uncheck the box (or enter N in text mode).

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master File Lists menu appears.
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Item Locations List

Item Locations List
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Location Detail List

Features

Usethe Location Detail List function on the Master File Lists menu to produce a
list of dl your locations and their IDs, descriptions, and addresses.

Reports
A sample Location Detail List is on page 14-17.
Screen Use
Screen Description
Location Detail List Use the Location Detail List screen to select the locations

that you want to include in the list.
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Location Detail List Master File Lists

Location Detail List Screen

Field Definitions

Field Name Description

Inquiry | Location From/Thru Enter the range of locations you want to include in the list.
Print By Select the order in which you want to organize thelist.

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master File Lists menu appears.
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Price Structure List

Features

Usethe Price Structure List function on the Master File Lists menu to produce alist
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 ison page 14-21.
Screen Use
Screen Description
Price Structure List Use the Price Structure List screen to select the price IDs

that you want to include in the list.
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Price Structure List Master File Lists

Price Structure List Screen

Field Definitions

Field Name Description
Pick Price ID Enter the range of price IDs you want to include in the list.
From/Thru

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master File Lists menu appears.
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Master File Lists

Price Structure List
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Promotional Pricing List

Features

Use the Promotional Pricing List function onthe Master File Lists menu to produce
alist of promotional price IDs, amounts, start and end dates, and items affected.

Reports

A sample Promotional Pricing List ison page 14-26.
Screen Use

Screen Description
Promotional Pricing List Use the Promotional Pricing List screen to select the

promotiond price IDs and start dates that you want to
include in the list.
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Promotional Pricing List

Master File Lists

Promotional Pricing List Screen

Field Definitions

Inquiry

14-24

Field Name

Pick Promo ID
From/Thru

Pick Start Date
From/Thru

Pick End Date
From/Thru

Print By

o [T

Description

Enter the range of promotional price IDs you want to include
inthelist.

Enter the range of starting dates you want to includein the list.

Enter the range of ending dates you want to include in thelist.

Select the order in which you want to organize thelist.
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Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master File Lists menu appears.
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Tables List

Features

Produce the Tables List to print information from your Inventory tables. This
function is useful if you plan to changeatable and want alist to compare it against.

Reports
A sample Tables List is on page 14-30.
Screen Use
Screen Description
Tables List Use the Tables List screen to select the table IDs that you

want to include in the list.
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Master File Lists

Tables List Screen
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Field Definitions

Field Name

Application From/Thru

Table ID From/Thru

Suppress blank lines?

Page break per table?

14-28

Description

IN isdisplayed as the application ID.Y ou cannot change it.

Enter the range of table | Ds whose information you want to
includein thelist.

Most tablesdo not hold information in all 18 lines. If you want
the list to include blank lines, check the box (or enterY in text
mode); if not, uncheck the box (or enter N in text mode).

If you want a page break between each table, check the box
(or enter Y in text mode); if not, uncheck the box (or enter N
in text mode).
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Saving and Exiting
Select the output device for the list.

After thelist 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 Y ou can usethelist asa
reference when you assign sales categories to items.

Reports
A sample Sales Categories List is on page 15-5.
Screen Use
Screen Description
Sales Categories List Use the Sales CategoriesList screen to select the category

codes that you want to include in the list.
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Sales Categories List Master Codes List

Sales Categories List Screen

oo oot Sl S ot ot bten il PG il bt ot

Field Definitions

Field Name Description
Pick Category Enter the range of sales categories you want to include in the
From/Thru list.

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master Code Lists menu appears.
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Customer Levels List

Features

Usethe Customer LevelsList function on the Master Code Lists menu to producea
list of the customer levels.Y ou can useit asa reference when you assign customer

levelsto items.
Reports
A sample Customer Levels List ison page 15-9.
Screen Use
Screen Description
Customer Levels List Use the Customer Levels List screen to select the customer

levelsthat you want to include in thelist.
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Customer Levels List Master Codes List

Customer Levels List Screen

Field Definitions

Field Name Description
Pick Customer Level Enter the range of customer levels you want to include in the
From/Thru list.

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master Code Lists menu appears.
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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.Y ou can use thelist asa reference when you assign product

linesto items.
Reports
A sample Product Lines List is on page 15-13.
Screen Use
Screen Description
Product Lines List Usethe Product Lines List screen to select the product lines

that you want to include in the list.
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Product Lines List Screen

Field Definitions

Field Name Description
Inquiry Pick Product Line Enter the range of product lines you want to include in the list.
From/Thru

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master Code Lists menu appears.
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Account Codes List

Features

Usethe Account Codes List to make sure that the account codes are correct and as
areference when you assign account codes to items.

Reports
A sample Account Codes List ison page 15-17.
Screen Use
Screen Description
Account Codes List Use the Account Codes List screen to select the account

codes that you want to include in the list.
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Account Codes List Master Codes List

Account Codes List Screen

Field Definitions

Field Name Description
Inquiry Pick Account Code Enter the range of account codes you want to include in the
From/Thru list.

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master Code Lists menu appears.
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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 typesthat have been set up. Useit as areference when you
assign forecast types to items.

Reports
A sample Forecast Types List is on page 15-21.
Screen Use
Screen Description
Forecast Types List Use the Forecast Types List screen to select the forecast

types that you want to includein the list.
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Forecast Types List Master Codes List

Forecast Types List Screen

Field Definitions

Field Name Description
Inquiry Pick Forecast Type Enter the range of forecast types you want to include in the
From/Thru list.

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master Code Lists menu appears.
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Cost Makeup Codes List

Features

Use the Cost Makeup Codes List function on the Master Code Lists menu to
produce alist of cost makeup codes.Y ou can usethe list as a reference when you
assign cost codes to items.

Reports

A sample Cost Makeup Codes List is on page 15-25.
Screen Use

Screen Description

Cost Makeup Codes List Use the Cost Makeup Codes List screen to select the cost
codes that you want to include in the list.
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Cost Makeup Codes List Master Codes List

Cost Makeup Codes List Screen

Field Definitions

Field Name Description
Inquiry Pick Cost Code Enter the range of cost codes you want to include in the list.
From/Thru

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master Code Lists menu appears.
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Hazardous Material Codes List

Features

Use the Hazardous Material Code List function on the Master Code Lists menu to
produce alist of hazardous material codes.Y ou can usethelist as areference when

you assign hazardous material codesto items.

Repo rts
A sample Hazardous Material Code List is on page 15-29.
Screen Use
Screen Description
Hazardous Material Use the Hazardous Material Code List screen to select
Code List the hazardous materials codes that you want to includein
thelist.
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Hazardous Material Codes List Screen

Field Definitions

Field Name Description
Pick HazardousMaterial ~ Enter the range of material codes you want to include in the
Code From/Thru list.

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master Code Lists menu appears.
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User-Defined Fields List

Features

Use the User-Defined Fields List function on the Master Code Lists menu to
produce alist of your user-defined fields.

Reports
A sample User-Defined Fields List is on page 15-33.

Screen Use

Screen Description

User-Defined Fields List Use the User-Defined Fields List screen to select the user-
defined fields that you want to include in the list.
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User-Defined Fields List Screen

Field Definitions

Field Name Description
Inquiry Pick Field Number Enter the range of field numbers (between 1 and 16) you want
From/Thru toincludein thelist.

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master Code Lists menu appears.
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User-Defined Field Sorts List

Features

Usethe User-Defined Field Sorts List function on the Master Code Lists menu to
produce alist of the two sorted fields you set up.

Reports
A sample User-Defined Field Sorts List ison page 15-37.

Screen Use

Screen Description

User-Defined Field Sorts Use the User-Defined Field Sorts List screen to select one
List or both of your sortsto list.
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User-Defined Field Sorts List Master Codes List

User-Defined Field Sorts List Screen

Field Definitions

Field Name Description
Pick User Sort Enter 1 or 2 to indicate the user sorts you want to include in
From/Thru the list.

Saving and Exiting
Select the output device for the list.

After thelist is produced, the Master Code Lists menu appears.
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System Messages A

Alternateitem must be the sameitem typeascurrent item 1D

When you are setting up alternate items, you cannot set up aservice item as an aternate 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 changeto using tags?

If you choose to use tags, the system will change the batch from using worksheets for physical
countsto using tags.

Error creating INRQxxx file. File may be open on another terminal.

Someone elseis using one of the Reorder Processing functions on another terminal. Try again
later.

Field value already exists. Usethe ‘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 itemsto the batch.
Itemswere 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 itemswill then
be included in the batch.

Inventory User’s Manual A-1



System Messages References

Item entered isnot set up for the location entered.
Set up the item/location in the Items function, or enter a different location.

Item statusis xxxxxx (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 measureto 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 adifferent item.

L ocation does not exist in locationsfile.
Enter adifferent location, or set up the location in the Locations function.

Must use‘Tag Entry’ for thisbatch.
You selected Worksheet Entry when you were using atag entry batch. Select atag entry batch.

No General Ledger Adjustmentsareon file.

No COGS or purchase price variance adjustments are in the INCJxxx file for the GL
Adjustments Journal or to post.

No locationsareon filefor thisitem.
Set up alocation for theitem in the Items function.
No transactionsor transfersareon file.

Enter transactions before posting.
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RMTB file not found.
Set up the RMTB file in Resource Manager. See the Resource Manager User’s Manual .

Secondary sort cannot bethe same asprimary sort.
Tertiary sort cannot bethe same asprimary (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 availablein order to betransferred.

A seridized item must have the available status before it can be transferred. Enter a serial
number with available status.

Serial number must havea ‘Lost’ or ‘Sold’ status beforeit can be deleted.
Change the status of the item in the Items function, or select a different item to del ete.
The bin I D does not match thefrom/thru criteriafor thisbatch.

When you append an item/location during physical counts, you must enter abin ID that meets
the from/thru criteria or work with adifferent batch.

The cost bucket entered already existsfor thisitem.
Change the date or the cost to make the bucket unique.
The product line does not match thefrom/thru criteriafor thisbatch.

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 isa recursive supersede.

You cannot set up a superseded item that will supersede back to itself. Enter a different item
ID.

Inventory User’s Manual A-3



System Messages References

There areitemswithout tag numbers. Do you wish to reprint tags?

If you elect to reprint tags, the system will reprint tagsfor that batch. If you choose not to
reprint them, you can select a different batch.

Thereareno itemsin thisbatch.

When you set up the batch criteria, the system determined that no itemsfell into the from/thru
range you specified. Change the from/thru criteriafor the batch.

There areno locations set up for thisitem to calculate priceson.

You must set up alocation for the item in the Item L ocations function before you can cal cul ate
apricein the Price and Availability function.

Thisalternateitem already existswith the sameitem type.
Enter adifferent alternateitem ID or aternate type.
Thisalternateitem | D does not exist in the Itemsfile.
Enter adifferent item ID, or set up the item in the Items function.
Thiscustomer already hasan alternateitem set up for them.
You can set up only one customer alternate or vendor aternate per item.
Thisitem doesnot exist in the Inventory Item Master file.
If theitem associated with atag isnot in the Items file, you must add the item to inventory.

Thisitem does not match the from/thru criteria for this batch.
Thislocation does not match thefrom/thru criteria for thisbatch.

Enter an item or alocation that falls within the range you specified in the from/thru criteriafor
the batch.
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Thislot doesnot exist for thisitem.

Set up lot information for theitem in the Item Locations - Lot Information screen.
Thisvendor already hasan alternateitem set up for them.

You can set up only oneaternate item per item for a vendor.
Thisvendor is already set up for thisitem location.

Thevendor is dready an alternate for the specified item. Edit the existing alternate vendor, or
set up anew vendor for the item/location in the Item Locations function.

Unableto allocate sort file.

Someone else may be using the same terminal 1D and filename as the sort file you aretrying to
use, or the system is creating the sort filein a directory where you do not have permissions set

up.
Unit of measure has previously been entered.

Select adifferent unit of measure.
Unposted adjustmentsexist in COGS Adjustments File.
Unposted transactions exist in Inventory Transactions File.
Unposted transactionsexist in Location TransfersFile.

Post these adjustments or transactions before using theY ear-End Maintenance function.

User -defined field 1 does not match thefrom/thru criteria for thisbatch.
User -defined field 2 does not match thefrom/thru criteria for thisbatch.

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 availableif no description isgiven.
User-defined sort will not be available if no description is given.

If you do not enter afield 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 L ocations)

The INBNxxx file stores the bin ID and last physical count information for every bin in each
item/location.

INCAXxx (Sales Categories)
The INCAXxxx file stores information about sales categories.
INCBxxx (Physical Count Batches)
The INCBxxx 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 INCIxxx 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 thisfile.

INCLxxx (Customer Levels)

The INCL xxx 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)

TheINCTxxx 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.
INGL xxx (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
areinterfaced with Inventory).

INHM (Hazardous M aterials)

TheINHM file storesthe codes used to identify hazardous material (the codes are used in Sales
Order Bills of Lading if Inventory isinterfaced to Sales Order).

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
areinterfaced with Inventory).

INKYxxx (Alternate K eys)

The INKY xxx file stores individua records for each item/location.
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INLDxxx (L ocation Detail)
The INLDxxx file stores general information for each item/location.
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
areinterfaced with Inventory).
INLOxxx (Location M aster)
The INLOxxx file stores genera information for each location currently used in Inventory.
INL Pxxx (Location Pricing)
The INLPxxx file stores | ocation-specific pricing information for each item location.

INL Sxxx (Transaction L ot/Serial Numbers)

The INL Sxxx file stores|ot and serial transaction information used in the Inventory
Transactions function.

INLTxxx (Lot Detail)

The INLTxxx file storeslot 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 apromotion to a specific item when you sell it.
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INPSxxx (Price Structures)

The INPSxxx file stores price structure information.
INQL xxx (Quantity L ocations)

The INQLxxx file stores detail cost information for each nonseriaized 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 INRQxxx 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 atransfer for
serialized, lotted, or lotted/serialized items.
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INTRxxx (Transactions)

The INTRxxx file stores transaction information produced in the Inventory Transactions
function.

INTTxxx (Transactiong/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 INVExxx file stores general information for each item.
INVIxxx (Vendor I nformation)

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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Price Calculator C

Price Calculator Window

Field Definitions

Field Name Description
Location 1D Enter alocation ID.
Item ID Enter an item ID.
Price ID Enter aprice ID.
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Field Name Description

Customer ID Enter a customer ID.

Cust Level Enter a customer level

SdeDate Press Enter to accept the sale date displayed or enter a
different date.

Sale Quantity Press Enter to accept the sale quantity displayed or enter a

different quantity.

Sale Units Press Enter to accept the unit of measure displayed or enter
adifferent unit of measure.

Calc Unit Price The calculated unit price is displayed.

Calc Ext Price The calculated externd unit price is displayed.
Command Bar
Thiswindow has no command bar.

Saving and Exiting

You cannot save information in thiswindow. To exit to the Price Calculator, use the
Exit (F7) command.
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A
Abandon
function key 1-23, 1-38
pull-down menu command 1-23
verification button 1-22
About OSAS
pull-down menu command 1-26
Access Code

function key 1-14, 1-36

tool button 1-16
access code
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entering in text menus 1-36
Access Codes

parameter 1-9

setting up 3-10
Account Codes

definition 3-13

function 13-9

setting up 3-13
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sample 15-17
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interface 3-7, 3-8, 6-3
Accounts Receivable interface 3-7, 3-8, 6-3, 12-53
Add/Remove Favorites

function key 1-15, 1-37
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method 3-7
average price 3-27

B
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function key 1-39
pull-down menu command 1-24
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bin information
setting up 3-28

C
Calculate Reorders 4-15

EOQ method 4-16
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function 7-3
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tool button 1-17, 1-22
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Change Company
function key 1-36
Change Fields
sample log 12-69
screen 12-65
Change Menu Style
function key 1-15, 1-37
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tool button 1-18, 1-20
change to/from Favorites Menu
function key 1-14, 1-36
changing
costs 4-22
prices 4-22
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text menu 1-36
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click
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Code Maintenance menu functions 1-6
codes
setting up 3-3
COGS adjustments 6-59
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posting 4-13
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Command Help 1-36
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pull-down menu command 1-26
Command help 1-38
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Proceed 1-9
report 1-43
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changing 1-20, 1-36
company parameter 1-9
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report 1-45
user’s manual 1-7
conversion
before converting 2-5
setup considerations 2-5
conversion factors 3-20
converting to OSASversion 6.1 2-6
Copy
function key 1-24, 1-30, 1-41
pull-down menu command 1-24
tool button 1-22
cost
changing 4-22
history 3-27
in transactions 4-9
variance 4-13
Cost Changes
function 10-7
log 10-10
Cost Makeup Codes List
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sample 15-25
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function 8-19

sample 8-22
costing method option 3-9
costing methods

average cost 3-7

choosing 3-7

FIFO 3-7

LIFO 3-7

standard cost 3-7
Costs and Vendors

function 5-75
costs in sale transactions option 3-9
Ctrl-F function key 1-39
Ctrl-G function key 1-39

text menu 1-37
Ctrl-Jfunction key 1-23
Ctrl-O function key 1-39
Ctrl-V function key 1-39
Ctrl-Z function key 1-24, 1-30
cursor

moving down or forward one field 1-23, 1-39

moving up or back one field 1-23, 1-39

selecting item 1-32, 1-42
Cursor end

function key 1-30, 1-40
Cursor home

function key 1-30, 1-40
Cursor |eft

function key 1-30, 1-40
Cursor right

function key 1-30, 1-40
customer IDs

alternate 3-21
Customer Levels

definition 3-12

function 13-5

setting up 3-12
Customer LevelsList

function 15-7

sample 15-9
Customer/Vendor Inventory Lookup

function key 1-28, 1-42

pull-down menu command 1-28
customer-level pricing

setting up 3-27

Inventory User’s Manual

D
daily tasks 4-3
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function 2-5, 2-6
DataFile Creation
function 2-3
default frozen quantities 4-18
default location information
setting up 3-24
defining types of inventory items 3-3
Del function key 1-30, 1-40
Delete
function key 1-23, 1-38
pull-down menu command 1-23
tool button 1-22
delete
files4-24
information on a screen 1-23, 1-38
lineitem 1-27, 1-44
Delete character
function key 1-30, 1-40
Delete Line command
function key 1-27, 1-44
pull-down menu command 1-27
Delete to End of Line
function key 1-41
Depreciation Tables List
list 12-69
Description Inventory L ookup
function key 1-28, 1-43
pull-down menu command 1-28
deselect
defined 1-8
Detail History
function 5-17, 5-21
detail history option 3-9
Detail Inventory Lookup
function key 1-28
discounts on serialized items option 3-10
double-click
defined 1-7
Down Arrow
inquiry command 1-32, 1-42
report command 1-43
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scroll region command 1-27, 1-44
Down Arrow function key

text menu 1-37
Down-arrow function key 1-39

E
edit lineitem 1-44
EIS
defined 1-3
End
inquiry command 1-32, 1-42
report command 1-43
scroll region command 1-27, 1-44
End function key 1-40
Enter
data 3-11
customer levels 3-12
establishing account codes 3-13
establishing locations 3-16
product lines 3-12
sales categories 3-12
setting up forecast types 3-13
setting up item |Ds 3-18
setting up makeup codes 3-14
setting up price structures 3-17
setting up user-defined fields 3-15
tables 3-11
user-defined field sorts 3-15
exceptions for physical inventory 4-18
inquiry command 1-32, 1-42
location transfers 4-9
physical counts 4-20
scroll region command 1-44
transactions 4-4
lotted items 4-4
lotted/seridized items 4-4
serialized items 4-4
serialized/lotted items 4-4
Enter key 1-39
text menu 1-37
entering prices for sales transactions option 3-9
EOQ
definition 3-26
method 3-27
for calculating reorders 4-16
overriding cost information 3-27

IX-4

error messages A-1
Esc
Command help 1-36, 1-38
inquiry command 1-42
exceptions 4-18
Executive Information Summary
defined 1-3
Exit
function key 1-23, 1-38
pull-down menu command 1-23
exit
from inquiry window 1-32, 1-42
from report to menu 1-43
from screen or window 1-23, 1-36, 1-38
Exit from OSAS
function key 1-15, 1-36
extended cost 3-27

F
F1 function key 1-14, 1-26, 1-36, 1-38
graphical menus 1-14
text menu 1-36
F10 function key 1-41
graphical menus 1-15
text menu 1-37
F2 function key 1-23, 1-38
graphical menus 1-14
text menu 1-36
F3
function key 1-22
scroll region command 1-27, 1-44
F3 function key 1-23, 1-38
text menu 1-36
F4 function key 1-38
graphical menus 1-14
text menu 1-36
F5 function key 1-23, 1-38
graphical menus 1-14
text menu 1-36
F6
function key 1-22
F6 function key 1-23, 1-38
graphical menus 1-14
text menu 1-36
F7
inquiry command 1-32, 1-42
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F7 function key 1-23, 1-38
graphical menus 1-15
text menu 1-36
F8 function key 1-38
F9 function key 1-40
graphical menus 1-15
text menu 1-36
Favorites Menu 1-10
adding itemsto 1-20
benefits of 1-10
changing to/from 1-20
graphical sample 1-10
Start-style sample 1-21
text sample 1-35
Favorites Menus
removing items from 1-20
Field Down
function key 1-23, 1-39
pull-down menu command 1-23
Field Up
function key 1-23, 1-39
pull-down menu command 1-23
FIFO 3-7
File Maintenance menu functions 1-6
files
deleting 4-24
descriptions B-1
purging 4-24
First Line command
function key 1-27, 1-44
pull-down menu command 1-27
scroll button 1-29
forecast method for calculating reorders 4-16
Forecast Types
function 13-13
screen 13-14
setting up 3-13
Forecast Types List
function 15-19
sample 15-21
Freeze Quantities
function 11-7
when to 4-19
Function Help
function key 1-36
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Ctrl + G1-37

Ctrl-F 1-39

Ctrl-G 1-39
Ctrl-J1-23

Ctrl-O 1-39

Ctrl-V 1-39

Ctrl-Z 1-24, 1-30
Del 1-30, 1-40
Down Arrow 1-23
End 1-30, 1-40

Esc 1-36, 1-38
F11-26, 1-38

F10 1-24, 1-41

F2 1-23, 1-29, 1-38
F3 1-23, 1-38
F41-38

F51-23, 1-38

F6 1-23, 1-38
F71-23, 1-38

F8 1-38

F9 1-40

graphical menus 1-14
Home 1-30, 1-40

Ins 1-30, 1-40

Left 1-30, 1-40
PgDn 1-23, 1-39
PgUp 1-23, 1-37, 1-39
Right 1-30, 1-40
Shift-F1 1-26, 1-38
Shift-F10 1-30, 1-41
Shift-F2 1-38
Shift-F3 1-28, 1-42
Shift-F4 1-28, 1-42
Shift-F5 1-28, 1-43
Shift-F6 1-28, 1-43
Shift-F7 1-28, 1-43
Shift-F8 1-28, 1-43
Shift-F9 1-24, 1-30, 1-41
Tab 1-37,1-39

Up Arrow 1-23, 1-39

general information

setting up 3-19

IX-5



Generd Ledger
interface 3-7, 4-21
Generate Purchase Requisitions 4-17
function 7-11
GL accounts
setting up 3-26
GL adjustments
posting 4-13
GL Adjustments Journal
function 6-59
producing 4-12
sample 6-61
Global Inquiry
defined 1-3
goods received status
purchase transactions 4-7
graphical menu
exiting from 1-12
features of 1-11
keyboard commands 1-14
right-click menu 1-14
sample screen 1-12
graphical menus
right-click menu 1-20
graphical mode
defined 1-4
Gross Profit Analysis Report
function 9-23
sample 9-26

H
Help 1-20
function key 1-26, 1-38
pull-down menu command 1-26
tool button 1-19, 1-22
help commands
F31-40
F6 1-29, 1-40
F71-29, 1-40
Home
inquiry command 1-31, 1-42
report command 1-43
scroll region command 1-27, 1-44
Home function key 1-30, 1-40
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|
IDs
setting up 3-3
INAIxxx file
purging 4-24
Information
function key 1-38
Information Inquiry menu functions 1-5
Information menu
accessing 1-38
INHIxxx file
purging 4-25
INHSxxx file
purging 4-25
INLHxxx file
purging 4-25
INLTxxx file
purging 4-24
INPDxxx table 3-12, 12-64
INPPxxx file
purging 4-24
Inquiry
function key 1-23, 1-29, 1-38
graphical 1-29
partial-key 1-41
pull-down menu command 1-23
inquiry commands
Down Arrow 1-32, 1-42
End 1-32, 1-42
Enter 1-32, 1-42
Esc 1-42
F7 1-32, 1-42
Home 1-31, 1-42
Ins 1-32, 1-42
PgDn 1-32, 1-42
PgUp 1-31, 1-42
Up Arrow 1-32, 1-42
Ins
inquiry command 1-32, 1-42
scroll region command 1-27, 1-44
Ins function key 1-30, 1-40
Insert Line command
function key 1-27, 1-44
pull-down menu command 1-27
Insert lineitem 1-27, 1-44
Insert mode
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function key 1-30, 1-40
INSHxxx file

purging 4-25
INSNxxx file

purging 4-24
Install Applications

function 2-3, 2-5
installation

preparing data

access codes 3-10

choosing costing methods 3-7
defining types of inventory items 3-3

options and interfaces 3-7
organizing items 3-3
setting up codes 3-3
installing Inventory 2-3
interface
Accounts Payable 3-7, 3-8
Accounts Receivable 3-7, 3-8
Bill of Materia g/Kitting 3-7, 3-8
Generd Ledger 3-7, 4-21
Purchase Order 3-7, 3-8, 4-17
Sales Order 3-7, 3-8
INUDSxxx table 12-64
INUSRxxx table 12-64
Inventory
before converting 2-5
before you install 2-3
converting to version 6.1 2-6
functions 5-1
installation 2-3

installing new version before converting 2-5

setup considerations 2-5

system requirements 2-3
Inventory Lookup

commands 1-28, 1-42
Inventory Lookup commands 1-28

alias lookup 1-28

customer/vendor lookup 1-28

description lookup 1-28

detail lookup 1-28

lot lookup 1-28

serial lookup 1-28

Shift-F3 1-28

Shift-F4 1-28

Shift-F5 1-28
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Shift-F6 1-28
Shift-F7 1-28
Shift-F8 1-28
Inventory lookup commands
alias lookup 1-42
customer/vendor lookup 1-42
description lookup 1-43
detail lookup 1-43
lot lookup 1-43
serial lookup 1-43
Shift-F3 1-42
Shift-F4 1-42
Shift-F5 1-43
Shift-F6 1-43
Shift-F7 1-43
Shift-F8 1-43
Inventory Movement Report
sample 8-6
inventory search commands 1-42
Shift + F6 1-43
Inventory Transactions
function 6-3

Lot/Serial Number Entry window 6-24

service items 6-3
updated 6-3
inventory value
setting up 3-25
invoice status
purchase transactions 4-7
sales transactions 4-6
item
adding 4-3
changing costs 4-22
changing prices 4-22
defining types 3-3
IDs
aternate 3-21
setting up 3-5, 3-18
locations
setting up 3-23
nonseria 3-3
organizing 3-3
quantities
setting up 3-26
updating 4-25
serial 3-3
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service 3-3
status 3-19, 3-25
vs. item location status 3-24
Item Detail List
function 14-3
sample 14-6
Item Locations File Maintenance

Edit Serial Numbers window 12-41

function 12-13
screen 12-15
Item Locations Information Inquiry
function 5-39, 5-49
Item Locations List
function 14-11

sample 14-14

Item Price Change
function 10-3
log 10-6

Item Status Report
function 8-3, 8-7
sample 8-10

Item Summary List
function 14-7
sample 14-10

Items File Maintenance
function 12-3

Items Information Inquiry
function 5-29

J

Jump

function key 1-23, 1-39

pull-down menu command 1-23
Jump command

function key 1-27

pull-down menu command 1-27
Jump function key 1-37

K
keeping detail history option 3-9
keeping lot detail option 3-9
keeping serial history option 3-9
Key Help

function key 1-14
kitted item 3-19
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L

last cost 3-27

Last Line command
function key 1-27, 1-44
pull-down menu command 1-27
scroll button 1-29

Left Arrow
report command 1-43

Left Arrow function key 1-30, 1-40

LIFO 3-7

List

function key 1-38

to printer or file 1-38
list price 3-27
live data

changing to 1-16, 1-20, 1-36
Live/Sample Data
function key 1-14, 1-36
location
adding 3-23
cost information
setting up 3-27
IDs
setting up 3-6
information
setting up 3-24
priceinformation
setting up 3-26
Location Detail List
function 14-15
sample 14-17
Location Transfers
entering 4-9
function 6-31
Locations
definition 3-16
function 12-45, 12-49, 12-65
setting up 3-16
lost status 3-29
lot
adding 3-29
information
setting up 3-28
lot detail option 3-9
Lot History Report
function 8-27
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sample 8-30
Lot Inventory Lookup
function key 1-28, 1-43
pull-down menu command 1-28
Lot Numbers
function 5-81
lotted items 3-19, 3-28, 4-4
lotted/seridized items 3-28, 4-4

sales transactions 4-5
Next Line command
function key 1-27, 1-44

pull-down menu command 1-27

scroll button 1-29
Next Page command
function key 1-27, 1-44

pull-down menu command 1-27

scroll button 1-29

M nonserialized items 3-3, 3-19
Maintenance
function key 1-23, 1-38
pull-down menu command 1-23 OK (Proceed)
tool button 1-22 function key 1-23
makeup codes pull-down menu command 1-23
setting up 3-14 verification button 1-22
manual OK command 1-9

conventions 1-7
Master Code Lists menu functions 1-6
Master File Lists menu functions 1-6
Menu styles 1-10
Menus

conventions 1-10

Information 1-38

Other Command 1-36, 1-38
messages A-1

min/max method for calculating reorders 4-16

minimum order quantity 3-26

minimum price 3-27

miscellaneous credit status
purchase transactions 4-7
sales transactions 4-6

Online Documentation

function key 1-26, 1-38
pull-down menu command 1-26
tool button 1-22

online editing of quantities option 3-9
Online help

function key 1-39
turning on or off 1-39

options

additional descriptions 3-9

allow discounts on serialized items 3-10
check for alias on report options 3-10
costing method 3-9

entering prices for sales transactions 3-9
keeping detail history 3-9

mouse commands keeping lot detail 3-9
click 1-7 keeping serial history 3-9
desdlect 1-8 online editing of quantities 3-9
double-click 1-7 post detail to Genera Ledger 3-9
right-click 1-7 show costsin price and availability lookup 3-10
Movement Trending Report show costsin sa e transactions 3-9
function 9-31 transaction item entry 3-10
sample 9-34 zero-quantity costing method 3-9
MS-DOS prompt options and interfaces 3-7
tool button 1-19 order quantities
setting up 3-25
N ordering cost 3-16
new order status organizing items 3-3
purchase transactions 4-6 OSAS
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conventions 1-8
running 1-8
setup considerations 2-5
system requirements 1-8
OSAS graphica version
menu choices 1-11
Other
function key 1-38
Other Command menu
accessing 1-36, 1-38
output device
printer 1-46
overriding cost information
EOQ 3-27
Overstock Report
function 9-7, 9-11

sample 9-14

P

parameters
access code 1-9
command to start OSAS 1-8
company ID 1-9
general expression 1-9
terminal ID 1-9

partial-key inquiry 1-41

Paste

function key 1-24, 1-30, 1-41
pull-down menu command 1-24
tool button 1-22
penalty amount 3-20
Periodic Processing menu functions 1-6
periodic tasks 4-15
calculating reorders 4-15
procedures 4-15
perpetual inventory
updating 4-21
PgDn
inquiry command 1-32, 1-42
report command 1-43
scroll region command 1-27, 1-44
PgDn function key 1-23, 1-39
text menu 1-37
PgUp
function key 1-22
inquiry command 1-31, 1-42
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report command 1-43
scroll region command 1-27, 1-44
PgUp function key 1-23, 1-39
Physical Count List
function 11-35
producing 4-20
sample 11-38
Physical Count Valuation Report
function 11-43
producing 4-21
sample 11-50
physical counts
entering 4-20
Physica Counts Tag Entry
function 11-19
Physica Counts Worksheet Entry
function 11-25
Physicd Inventory
batch ID 4-17
default frozen quantities 4-18
entering counts 4-20
exceptions 4-18
freezing quantities 4-19
frozen quantities 4-18
selecting 4-17
tag numbers 4-17
tags 4-19
worksheets 4-20
zero quantities 4-19
Physica Inventory menu functions 1-6
Physical Inventory Selection
function 11-3
Physical Inventory Tags List 11-14
Physica Inventory Worksheet 11-18
Pop-Up Calendar
tool button 1-19, 1-22
post detail to Generd Ledger option 3-9
Post GL Adjustments
function 6-63
log 6-65
Post Transactions
function 6-55
log 6-58
posting
adjustments T accounts 4-12
COGS adjustments 4-13
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COGST accounts 4-14
GL adjustments 4-13

purchase price variance T accounts 4-14

purchase price variances 4-13
purchases T accounts 4-12
sales T accounts 4-12
transactions 4-11
prerequisites 4-11
transfers T accounts 4-12
Previous Line command
function key 1-27, 1-44
pull-down menu command 1-27
scroll button 1-29
Previous Page command
function key 1-27, 1-44
pull-down menu command 1-27
scroll button 1-29
price
changing 4-22
IDs 3-19, 12-53
setting up 3-6
variance 4-13
Price and Availability
function 5-3
Price Calculator C-1
Price Report
function 8-11
sample 8-14
Price Structure List
function 14-19
sample 14-21
Price Structures
function 12-53
setting up 3-17
Print Manager
defined 1-3
Print Physical Inventory Tags
function 11-11
list 11-14
Print Physical Inventory Worksheets
function 11-15
sample 11-18
printing
reports 4-26
screen contents 1-38
tags 4-19
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worksheets 4-20
PRO/5 Command
tool button 1-19
Proceed
function key 1-39
Proceed (OK)
function key 1-23
pull-down menu command 1-23
verification button 1-22
Proceed command 1-9
Product Lines
definition 3-12
function 13-7
setting up 3-6, 3-12, 3-19
Product Lines List
function 15-11
sample 15-13
Promotional Pricing
function 12-57
setting up 3-27, 3-30
Promotional Pricing List
function 14-23
sample 14-26
pull-down menu
functions
commands 1-23
Edit 1-24
Help 1-26
Information 1-26
Inventory Lookup 1-28
Modes 1-24
Other 1-25
Scroll Commands 1-27
graphical functions 1-23
graphical menus 1-15
Favorites 1-18
File 1-16
Help 1-19
Modes 1-17
Other 1-18
Tools 1-17
Purchase Order
interface 3-7, 3-8, 4-17, 6-3
purchase price variances
posting 4-13
T accounts 4-14
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purchase requisitions
generating 4-17
purchase transactions 4-6
goods received 4-7
invoice 4-7
miscellaneous credit 4-7
new order 4-6
purchases T accounts 4-12
Purge Selected Files
function 10-19
purging files 4-24
INAIXxx 4-24
INHIxxx 4-25
INHSxxx 4-25
INLHxxx 4-25
INLTxxx 4-24
INPPxxx 4-24
INSHxxx 4-25
INSNxxx 4-24

quantities
updating 4-25
verifying 4-23
guantities and transactions
description of 4-8
differences 4-8
Quantity Cross Verification
function 10-11
log 10-13
Quick entry
turning on or off 1-39
Quick mode
function key 1-39
pull-down menu command 1-24

R
Rebuild Item Quantities
log 10-26
reminders
Pop-Up Calendar 1-25
Reorder Processing menu functions 1-5
Reorder Report
function 7-7
producing 4-16
sample 7-10
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reorders
caculating 4-15
report commands 1-43
Down Arrow 1-43
End 1-43
Exit 1-43
F7 1-43
Home 1-43
PgDn 1-43
PgUp 1-43
Right Arrow 1-43
Tab 1-43
Up Arrow 1-43
Reports
conventions 1-45
including al information 1-45
limiting information 1-45
selecting information for 1-45
reports
printing 4-26
Reports menu functions 1-5
Resource Manager
backing up 3-31
Data File Conversion function 2-5, 2-6
Data File Creation function 2-3
features of 1-3
Install Applications function 2-3, 2-5
Options and Interfaces 3-8
Right Arrow
report command 1-43
Right Arrow function key 1-30, 1-40
right-click
defined 1-7

S

safety stock 3-26

Safety Stock Alert Report
function 9-3
sample 9-6

Sales Analysis Report
function 9-19
sample 9-22

Sales Categories
definition 3-12
function 13-3
setting up 3-12, 3-19
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Sales Categories List
function 15-3
sample 15-5
Sales Order
interface 3-7, 3-8, 6-3, 12-53
sales T accounts 4-12
sales transactions 4-5
invoice 4-6
miscellaneous credit 4-6
new order 4-5
verify order 4-5
Sales Trending
function 5-25
sample data
changing to 1-16, 1-20, 1-36
scroll region buttons
First Line command 1-29
Last Line command 1-29
Next Line command 1-29
Next Page command 1-29
Previous Line command 1-29
Previous Page command 1-29
scroll region commands 1-44
Down Arrow 1-27, 1-44
End 1-27, 1-44
Enter 1-44
F31-27,1-44
Home 1-27, 1-44
Ins 1-27, 1-44
PgDn 1-27, 1-44
PgUp 1-27, 1-44
Tab 1-27
Up Arrow 1-27, 1-44
seasonal items
using forecast reordering method 4-16
serial history option 3-9
serial information
setting up 3-29
Serial Inventory Lookup
function key 1-43
pull-down menu command 1-28
Serial Numbers
function 5-85
Serialized History Report
function 8-23
sample 8-26
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serialized items 3-3, 3-19, 3-28, 4-4
serialized/lotted items 3-28, 4-4
service items 3-3, 3-19
adjusting 6-3
Set up application 1-20
setting up
access codes 3-10
account codes 3-13
aternate items 3-21
bin information 3-28
codesand |Ds 3-3
customer levels 3-12
customer-level pricing 3-27
defining types of inventory items 3-3
forecast types 3-13
general information 3-19
GL accounts 3-26
inventory value 3-25
item IDs3-5
item IDs and descriptions 3-18
item locations 3-23
item quantities 3-26
location cost information 3-27
locetion 1Ds 3-6
location information 3-24
defaults 3-24
location price information 3-26
locations 3-16
lot information 3-28
makeup codes 3-14
order quantities 3-25
organizing inventory items 3-3
priceIDs 3-6
price structures 3-17
product lines 3-6, 3-12
promotionad pricing 3-30
serial information 3-29
tables 3-11
units of measure 3-20, 3-26
user-defined field sorts 3-15
user-defined fields 3-15
vendor information 3-28
Shift-F1 function key 1-26, 1-38
Shift-F10 function key 1-24, 1-30, 1-41
Shift-F2 function key 1-38
graphical menus 1-15
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text menu 1-37
Shift-F3 function key 1-42
Shift-F4 function key 1-42
Shift-F5 function key 1-43
graphical menus 1-15
text menu 1-37
Shift-F6 function key 1-28, 1-43
text menu 1-15, 1-37
Shift-F7 function key 1-28, 1-43
text menu 1-15, 1-37
Shift-F8 function key 1-28, 1-43
Shift-F9 function key 1-24, 1-30, 1-41

show costs in price and availability lookup option 3-10
show costs in sale transactions option 3-9

Slow/Fast Movement Report
sample 9-18
standard cost 3-7, 3-14, 3-27
Standard Cost Makeup Codes
function 13-17, 13-19
Start Over
function key 1-23, 1-39
pull-down menu command 1-23
tool button 1-22
Start Over function key 1-37
Start-style menu
exiting from 1-13
features of 1-11
keyboard commands 1-14
right-click menu 1-14
sample screen 1-13
statuses
goods received 4-7
invoice
purchase transactions 4-7
sales transactions 4-5
item 3-19, 3-25
item location 3-24
lost 3-29
miscellaneous credit 4-6
new order
purchase transactions 4-6
sales transactions 4-5
verify order 4-5
Summary History
function 5-13
superseded dternate items 3-22
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system messages A-1

T
T accounts
for adjustments 4-12
for COGS 4-14
for purchase price variance 4-14
for purchases 4-12
for sales 4-12
for transfers 4-12
updating perpetud inventory 4-22
Tab
report command 1-43
scroll region command 1-27
Tab function key 1-39
text menu 1-37
Tables
entering data 3-11
function 12-61
INPDxxx 3-12, 12-64
INUDSxxx 12-64
INUSRxxx 12-64
TablesList
function 14-27
sample 14-30
tag numbers 4-17
tags
and worksheets 4-18
printing 4-19
tax class 3-19
terminal
parameter 1-9
Text menu
keyboard commands 1-36
text mode
defined 1-4
toggle
between halves of reports 1-43
Toggle GUI Functions
function key 1-15, 1-37
Toggle GUI Scaling
function key 1-15, 1-37
tool bar
graphical functions 1-22
graphical menus 1-19
tool button
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Access Code 1-16
Application Information 1-19
Calculator 1-17, 1-22
change to/from Favorites 1-18
Copy 1-22
Delete 1-22
Help 1-19, 1-22
Maintenance 1-22
MS-DOS prompt 1-19
Online Documentation 1-22
Paste 1-22
Pop-Up Calendar 1-19, 1-22
PRO/5 Command 1-19
Start Over 1-22
Workstation Date 1-16
Transaction History Report
function 8-31
sample 8-33
transaction item entry option 3-10
transactions
adjustments 4-4
costs 4-9
entering 4-4
lotted items 4-4
lotted/seridized items 4-4
posting 4-11
purchases 4-6
relationship with quantities 4-8
sales4-5
serialized items 4-4
serialized/lotted items 4-4
Transactions Journal
function 6-47
producing 4-10
sample 6-50
Transfers Journa
function 6-51
producing 4-11
sample 6-53
transfers T accounts 4-12
Trend Analysis Report
function 9-27
sample 9-30
types of inventory items 3-3
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U
Undo
function key 1-24, 1-30, 1-40
pull-down menu command 1-24
units of measure 3-19
aternate 3-20
base amount 3-21
penalty amount 3-20
setting up 3-20, 3-26
Up Arrow
inquiry command 1-32, 1-42
report command 1-43
scroll region command 1-27, 1-44
Up Arrow function key
text menu 1-37
Up-arrow function key 1-39
Update Perpetual Inventory
function 11-47
log 11-35
updating
perpetual inventory 4-21
T accounts 4-22
user’s manual
conventions 1-7
User-Defined Field Sorts
function 13-25
setting up 3-15
User-Defined Field Sorts List
function 15-35
sample 15-37
User-Defined Fields
function 13-21
setting up 3-15, 3-19
User-Defined Fields List
function 15-31
sample 15-33

\Y
Valuation Report
function 8-15
sample 8-18
variance
cost 4-13
price 4-13
Variance Report
function 11-39
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producing 4-20

sample 11-41
vendor ID

aternate 3-22
vendor information

setting up 3-28
verification button

Abandon 1-22

OK (Proceed) 1-22

Proceed (OK) 1-22
verificationl

turning on or off 1-39
Verify-exit mode

function key 1-39

pull-down menu command 1-24
verifying

order status 4-5

quantities 4-23
Verify-PgDn mode

pull-down menu command 1-24
View inquiry command 1-42

W
weight of item 3-19
worksheets
and tags 4-18
printing 4-20
Workstation Date
function key 1-14, 1-36
Workstation date
tool button 1-16
workstation date
entering in graphica menus 1-16
entering in text menus 1-36

Y

Y ear-End Maintenance 4-23
function 10-15
log 10-18

4

zero quantities for physical inventory 4-19
zero-quantity costing method option 3-9
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