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Building business and technology relationships.

Chapter 1 Understanding Inventory

The Key to Understanding

To understand how to use Inventory, you should wided some key concepind words that
are used in thi®ackagehat relate to the area Atcouning called "inventory control”.

Inventory
Inventory consists of goods purchased and held for resale to custdh@@ns.also include items
that will be used internally in the bmess, on jobs, or in the manufacturing process.

Inventory is quite simply the collective total of all merchandiséand for sale to customers in
the ordinary course of business.

Inventory Control

The "control" of inventory includes being able to red@ or know what goes into inventory and
what goes out of inventoryThis includes knowing the value of what is in inventory at any time.
Inventory control is often abbreviated as "I/C", "I/C+", or "IC".

ltem

An item is a clearly identifiable productaterial, or commodity that can be stocked, sold, or
used. Inventorymaintains &ile of inventory items.

Each item is identified by a unique number and a descrip@her information maintained for
an item includes cost, price, bar code(s), prodategory/sulbcategory, quantity on hand and
reorder level.
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Perpetual Inventory

Perpetual inventory is an inventory system that shows each change in the aroamd as it
occurs. It is called "perpetual” because you perpetually (or continually) knevafount of
each inventory item on hand.

Accounting
Accounting is the collection, categorization and presentation of financial records.

General Ledger

General Ledger is the areadécountng where the records from other areadofountng are
brought bgether for classification and summarization, thereby creating a picture of the overall
condition of the company's finances.

As used here, "general” means "pertaining to many aréastiger" means a book where
Accouning records are kepf(This term ewlved from precomputer times wheAccouning
records were kept exclusively by hand in large books called "ledg&shgral Ledger is often
abbreviated "G/L" or "GL".

General Ledger Account

A "general ledgeAccount is a specific category under whiah financial activity of a certain
kind is classified.For example, you might have a general ledgmrountcalled "telephone
expenses"”, under which you categorize your telephone bills.

General ledgeAccountis often abbreviated "G/Account. Accountnts are experts at defining
the various G/lAccouns (financial activity categories) needed by a businPsst of this
definition process involves assigning actountnumber” to each G/Account

Independent businesses usually usea &-digit Accountnumber. For example, you may have
a G/LAccountcalled "100- Cash in the bank", and one called "2(®ales of Product A", and
one called "210 Sales of Product B"Typically, an independent business will have a hundred
or more G/LAccouns. In SamcoAccouning Packags, each time any financial activity occurs
in any area oAccouning, the dollar amount of the activity is recorded under the appropriate
G/L Accountnumbers.

Profit Centre

A "profit centre" is a distinct area within your company which sales and/or expenses (and
sometimes profits) can be calculated separately from the total sales and expenses of the whole
company.

In Samco software, the GAccountnumber can be up to 16 characters in length, and divided
into 5 different se@bns, with any of the sections available as your profit centre.

For example, your "office supplies" GAccountis numbered 4200, and you want to track office
supply expenses independently for each of your three major departments\ (diept.B and

degd. C). Rather than use a differem@ain Accountnumber for each department (such as "4201",
"4202" and "4203"), you could append01”, 002" and “003" to the "4200" maiccount
number as follows:
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42006001 Office supplies, deph
4200002 Office suplies, deptB
42006003 Office supplies, depT

Then, whenever you're allocating office supply expenses tcAGbuns, you would use the
above 7digit numbers.

Profit centres also apply to sale.typical use for tracking sales by profit centreas &
company which has several sales officBy.making each sales office a profit centre, you can
separately track the sales performance of each office.

Transactions

As used inAccouning, "transaction” means a business event involving money and/os good
and/or servicesFor example, a transaction occurs each time you gas up yodiyocarare
paying money in exchange for gasoline (good3j.another exampleyou give a television set
(goods) to your neighbour in exchange for the use of his lakageofservices).

Computer software deals primarily with business events which have already taken
place. Therefore, in Samco software "tragction” means the record otampletedousiness
event involving money and/or goods and/or services.

The records fosales made and payments received are examples of transactions from the area of
Accouning called ‘Accouns receiable". The records of your purchases and the payments you
make for such purchases are transactions frorA¢heuning area calledAccount payable”.

The records of quantities of goods received and sold are transactions fraott@ing area
called "inventory control".

Post

To "post” means to take transactions from a tempdféeyand move them to a permanéiie
(where other transéions probably already existfor example, ilAccounts Receivahlsales
are initially entered into a temporary transacfile. After the sales have been entered and
edited, they are posted to more permanent A/R OpenHiiem

Often, during transdion posting, information in other dafales is also updated. For example,
when A/R sales are posted, #hecountbalance and historical sales figures in the Custdtiter
are also updated.

Function

As used, "function” means one or more programs ttatrgaish a specific taskEach selection

on aMenufor a SamcdPackages a function.When you select a function from\véenu, one or

more programs automatically execute, thereby allowing you to accomplish the task you selected.

Integrated

When a set oAccouning Packags are "integrated”, any information generated in one area that
is needed in another area is automatically supplied to that otheryarealon't have to enter it
twice.
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SamcoAccouning software is fully integratedWhen Inventorys used with other Samco
Packags, data recorded in othBackags can be trarsrred automatically to I/C and vice
versa.

Inventory is integrated with these other SarReckags:

General Ledgerdistributions are generated as items are put into ontakeof inventory.
These can be automatically transferred to G/L if you use Samco General Ledger.

Purchase OrderandPurchasingautomatically updates item quantities in I/C. Amounts on
order are increased when items are ordered and decreased whardéteetgived.

Billing automatically updates item quantities in I/C for all orders processed.
Point of Saleautomatically updates item quantities in I/C for all tickets processed.

Sales Analysigs automatically updated so that it can prodgepors including sales by item,
by product category, and by sales volume.

Job Costaccepts items which you wish to transfer from inventory to jobs or vice versa.

Professional Invoicinguses inventory item information to produogoices and updates the
Item File as items are sold.

Sales Management Solutionases inventory item information to produce sales orders.

Data Organization

The information you enter into your computer is stored on your disk. In order for computer
programs to be able to locate speqifieces of data (within large masses of data) and to be able

to process it logically, data must be organized in some predictable way.

SamcoAccouning software organizes your data for you automatically as it stores it on your
disk.

There are four termgou should understand about the way the data is organized:

Character: a "character” is any letter, number, or other symbol you can type on your computer
keyboard.

Field: a "field" (sometimes called a "data field") is one or more characters represestigie
piece of data. For example, a name, a date, or dollar amounts are all fields.

Record: a "record" is a group of one or more related fields. For example, the fields representing
a customer's name, address, Andountbalance might be grouped &ther into a record called
the "customer record". A record in a d&ike is often referred to an "entry".

Data File: a "dataFile"” is a group of one or more related records. A #&#dtis often referred to

simply as aFile".
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The CustomekFile in Accounts Receivable is an example of a dake. Such &ile is made up
of many records, each of which contains the name, address, etc., for one customer.

EachFile is kept separate from the otH&les on the disk.

There are other types Bfles in aldition to dateFiles. For example, programs are stored on the
disk as "prograntriles". However, File" in this UserManual means "datiile”, unless
specifically stated otherwise.

Purging Files

As used here, "purge" means to remove unnecessary itfemgxample, the Inventory Serial

File can be purged of sold serial number records. The serial number records for the item range
and cutoff dates that you specify are deleted (purged) froni-tlee

Any other items' serial number records, and thosegdhaiutside of the cubff dates specified
for the purge, remain in the Inventory Sefde.

Alphanumeric

When the manual refers to an "alphanumeric” entry, this means that the entry can be letters of the
alphaet,numeanls (numbers), special symb@ts&,$,etc.) or any combination of all three

kinds.

In contrast, if an entry is specified as "numeric”, only numbers can be used.

Cost, Price and Margin

An item's "price" is what a customer would pay to buy that item from pauitem's "cost" is
how much you spent to acquire that item for your inventdrige difference between the two is
your "margin”, or gross profit, that you make on a sale of that item.

Every item in I/C has three recorded cosisieplacement cost, a base cost (for factoiamg) an
average cost.

Replacement costThis is the most current cost that an item was received at (commonly

referred to as the landed cost), and is usually what you would expectriowway replace an

item in inventory. IWarehouseosting is used, th cost is the last cost that the item was

received at throughout the company, regardless of Wifatehousét was received at. The
fWarehouse e pl acement costo is the |l ast cost that
Warehouse

Base costUsed wth factor codes to "factor” in additional costs associated with determining a
replacement (landed) cost. This is what you would pay the supplier.

Average cost.The average of all costs paid for all currenth@md quantity of an itemThis is

recalcul@ed each time items are added to your inventory, and in certain situations, when items

are removed from your inventory.\Warehouse&osting is used, this cost is the average cost for

the item throughout the company, regardless of wAielnehousg it was eceived at. The

fiWarehousea ver age costo i s the aveWaegheuseAsaktdoed or t h
not change th&v/arehous&ost unless serial costing is used as specified i€ dmerol

Information
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Serialized Items

A serialized item is apecific unit of merchandise with a unique serial number. Only one serial
number is allowed for each serialized item received. Receivings of serialized items are made as
for any item, with the addition of entering serial numbers when appropriate.

Serialzed inventory allows you to capture and track detailed information on individual serial
numbers.

Lot-controlled Items

A lot-controlled item is an item whose quantities are tracked within unique lot numbers. Lot
numbers are specified during the normakreéng process, ochand quantities can be viewed by
lot, and sales of full or partial lots are recorded and tracked by lot number.

Kits and Work Orders

A kit is an inventory item which is assembled from a set of other inventory items. The inventory
items from which a kit is assembled are the kit's components, and they may either be raw
materials or previously assembled kits.

A work order is a request to assemble a kit. Work orders can be "immediate", in which case the
kit is immediately available forage. Alternatively, a work order may be printed, issued, and the
component items removed from inventory, but the kit is not available for sale until the work
order is marked as "complete”.

Kits Plus adds functions for quick, estep assembly without wioorders. In addition, kit
disassembly and component modifications are allowed. Serial numbers, lot numbers, and
detailed component tracking are fully supported. Kits Plus also enhances Point of Sale and
Billing by processing kits at the time of sale.

Multi -company

"Multi -company" refers to the capability to Aocouning functions for multiple companies with
the same set of softwaréccounting functions can be done for more than one company on
SamcoAccouning Package by selecting the "Muktompany option.

Samco's Automated Manuals

At any time while running ackageyou can press the "Help" key+10] on most keyboards

([F11] for the Windows version). Using Samco's Automated Manuals (S.A.M.), you can search
through everyJsermanual you havenstalled quickly and easily.

Spool

SPOOL is a computer word meaning "Save Printer Output.@&". Spooling is a technique
that allows a&Reportto be printed on a printer at a later time. Instea@egors going directly to

a printer, they are savex a diskFile (which is usually a lot faster). When a printer is available,
all or some saveReport can be printed in one long run (for example, overnight).
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Product Description

Inventoryis designed for use by retailers, wholesalers, and manufactutencludes those
features most asked for by tlsands otJsers whose experiences with previdosentory
ControlPackage have helped refinaventory to its current mature level.

A
A

T

o Po ToToTe o Po Do Do Do

Supports multiple companies and multiple profit centres
Provides fomultiple Warehousg

Supports multiple costing methodaverage, standard, LIFO, and FIFO, as well as serial
("real" costs) for serialized items

Permits use of multiple balance sheet invenfacgount

Allows you to maintain item data and print itersi$

Allows you to maintain inventory status and print st&Repors

Allows you to maintain and print price codes and commission codes

Supports 2 alternate selling units

Calculate the barcode chedlgit when entering new barcodes for an item

Allows up to 8 different barcode numbers to be attached to an item record

Items can have up to 8 substitutes ("alternates"). In Point of Sale, these substitutes can be
viewed, and selected when the primary item is out of stock

Provides special pricing by categpsulcategory, and location, supports sale and contract

pricing, and generates group price changes

Contract pricing permits use of starting and ending dates, and contract ID for use on
individual items or categories and scdtegories.

Price lists by pecific customers with actual customer pricing based on pricing rules for that
customer

Allows you to enter, change, delete and post inventorydcdiosis and to print an edit list
and a transaction journal for receivings, sales, credit memos, traasteasljustments

A Tracks inventory by unique serial number or lot number

A Has inquiry into all currently available and previously sold serial numbers and shows oldest
unsold serial number

A Prints the serial loaReport the flooringReport and the seriged itemReportby item, by
Vendor, and by customer
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A Has inquiry into lot numbered inventory, including a history of transactions processed for a
lot number

A Prints the lot numbemReportby item, byVendor, and by customer, and allows purging of lot
number information

A Allows high-speed entry of physical inventory counts, and automatic generation of inventory
adjustments

Supports input from hanrleld terminals for receivings and physical counts

Prints the Price List, Inventory Valuatiéteport Puchasing AdviceReport Inventory
UsageReport Physical Count Worksheet, ABC Analysteport and Inventory Analysis
Report

A Supports "kits". A kit is an item which is assembled from other inventory items, using a
work order.

A Provides kit and work ordéepors, including WherdJsedReport Kit Price/CosReport
and Incomplete Work Orders.

A Additional kit processing capabilities are provided by adding Kits Plus.

A Allows Repors to be stored on disk to save computer time, then printed later at your
convenience

A Allows use of multiple printers
A Includes password protection and data integrity checks

A May be used either independently or integrated with General LeBitiery, Point of Sale,
Sales Analysis, Professional Invoicing, Purchase ORlechasingand/or Job Cost.

A AKeywordo searches enable finding items fron
description, category, sttategoryVendor, Vendorproduct #, otJserdefined fields.

A F |1 o oReportugedl for serialized items financed by a third party.
Support forUserdefinable item labels.

Taxes bywWarehousgor for specific tax groups for handling multiple territories.

o Do Do Do

Allow unlimited number of balance sheet invent&gcouns for merchandise, finished
goods, raw materials, work in progress, etc.

™

Purchasing Advic&eportprovides lead time as defined for each item

A Inventory turnoverReport
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A Inventory history can track up to 999 prior periods of purchases, sales, returns, and cost of
sales.

Support for importing inventory receiving and trangfansactions
Inactive inventory items can be purged (removed) quickly and easily.
Item weights are available Rilling to include on packing slips and wayhbills.

Provide figuoted style customer price |ist

o o o o Do

(online Usermanuals) puts allgur Usermanuals just a keystroke away.
Password Protection

You have the option to specify that passwords are required. A password is a unique code you
assign to each individual using your software. When passwords are required, each pstential
mustenter a valid password prior to being allowed to use a protected function.

Data Integrity Checks

A data integrity check compares the actual numbers in the system to the calculated or projected
numbers. If these numbers do not match, you are warnediafaaight have been lost due to a
machine or power failure. By running this function at the start or end of the dayayaletect
several possible types of dé&tde corruption due tossiblehardware or operating system

errors.

File Recovery Procedue

This function provides the capacity to recover corruptedigs. You can also use it to

convert important datgiles to a format which can be easily interfaced to common data base and
word processin@ackags.

Printers

You can easily configure yosamco software to work with any of the most popular printers.
Additionally, instructions are given to allow you to configure the software to use virtually any
other printer.
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Building business and technology relationships.

Chapter 2 Getting Started

Introduction

It is assimed at this point that you have installed the programs foPHukageon your

computer according to tHaestallation Guide If you have not done so, refer to that manual and
install the software on your computer.

It is also assumed that you have faamized yourself with the main features of tRiackagdy
readingChapterl of this manual, titlednderstanding Inventory If you have not done so, read
thatChapterand then return to thiShapter

This Chapterdescribes the Inventory ddtdes andbriefly explains the order in which to set
them up for regular use. Tlhaventory Conversion Guida Appendix D provides a detailed
checkilist for setting up thisackage

Your Accountant

We recommend that you consult with yourAccountants before usingSamco

software. They should understand your compudecouning software if they are to continue to
serve you well.Moreover, because of their expertise, ydacountints may have some good
advice regarding converting from your existingentory Controkystem.
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The Inventory Data Files

In order to use Inventory, you first enter into the computer some infiema@escribing your
inventory system and how you want the software to handle inventory transactions.

There are several different ddtes which you must enter before you can begin using the
Packagen a regular basis.

Here is a brief explanation of thoB#es:

Company File
ThisFile is used to record information about your company, such as the name and address, as
well as some systemformation such as the printer(s) you are using.

Valid G/L Account File
This File contains a list of all your general ledggzcouns used in I/C.Any time you use a G/L
Accountnumber, I/C will check thifile to see if the number is valid.

TaxesFile

This File contains all tax types, tax groups, and taxable codes. I/C uses these codes to determine
the taxable status of each individual item when used in conjunction with a bMitidglesuch as

Billing, Professional Invoicing, or Point of Sale.

Inventory AccountsFile
This File contains the balance sheet inventAogouns which you define. You may use an
unlimited number oAccouns.

I/C Control File

This File contains control information which defines the way you handle your inventory and, as a
result, changes or controls some of the features of this and rektkdge. For example, the

I/C ControlFile tells I/C which inventory valuation method you want to use and if your company
uses multiple stockingvarehouss.

WarehouseFile
You will usethis File only if you are using the muliVarehousdeature of the I/C
Package This File contains the names and addresses of your iftgv¥arehouss.

I/C CodesFile
This File contains price codes, madp codes, category codes, and commission codes.

Only Point of SaleBilling, Professional Invoicing, and Sales Management Solutions use these
codes, so you only need to enter information infiesif you intend to use any of these
Packags.

Price codes allow you to define simple or sophisticatasig structures for specific inventory
items in the Itenfile (described below)For example, you can define different discount or
mark-up percentages for different types of customers, based on the quantity of the item sold.
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Commission codes allow yao define commission schedules which are used for specific items
in the ItemFile.

PricesFile
This File containsWarehousespecific prices, datepecific sale prices, and custorspecific
contract prices for your items. It also contains pricing mftron on alternate selling units.

Only Point of SaleBilling, Professional Invoicing, and Sales Management Solutions use these
prices, so you only need to enter information in Eis if you intend to use one of these
Packags.

Item File
This File identifies and describes the items you keep in your inven¥ow. give each item an
identifying number, a description, prices, and so on.

Certain entries in the Iteffile, such as an item's price code or commission code, are only useful
if you are alsaising Point of SaleBilling, Sales Management Solutions, or Professional
Invoicing. Read the discussion in tliemsChaptercarefully.

Inventory Status File

This File contains information on the status of the items in your inventory, such as goantity
hand, quantity committed, maximum on hand quantity, reorder level, and quantity soldtperiod
date.

Serial File
The SeriaFile contains information on individual serial numbers. The data on each unsold
serial number includes the corresponding itemmber, receiving date, cost, price and status.

This File also contains information on serial numbers that have been sold, including the original
"unsold” information, and additional information sucHrasice number Invoicedate, customer
number, and arranty dates.

Lot number information is also retained in the SdFfil. Lot balance and, optionally, lot detail
records are kept for each4oontroled item.

This File is used only if you track serial numbers and/or lot numbers on items. Ifgowga
tracking serialized or letontrolled items, the Seri&ile will not contain any data.

Kit File
This File is used only if you use kits. A kit is an item which is assembled from other inventory
items. ThigFile contains the definitions of thet& you use.

Label File
This File is used only if you want to print item labels, and contains the format which you define
for labels.
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Setting Up Inventory

The steps below briefly describe how to set up your Inventory system. You should review the
Inventory Conversion Guida Appendix D for a detailed explanation of setting up Baskage

1.

Study thelinstallation GuideandSystem Function®ianuals for details on setting up
companies. There are varideiges and functions which are common to@dmco
applications. Before beginning withventory be sure that you have properly set up your
system as described in thAbovementionedmanuals.

Run thelnventorysoftware according to the instructionsGhapter3, Using Inventory
Enter yourbalance sheet inventoAccouns, usingSetup (InventonAccouns).

Enter your control information into the Contféle, usingSetup (Control information).

If you specified inControl informationthat you use multiplg/arehouss, enter your
Warehasecodes, usingetup (Warehouss).

In order to use the categories and-sategories intemsyou will need to set up a valid list
of categories usin§etup (Category codeandSetup (Suzategory codes) This is an
effective way of standardizingolwv you categorize your inventory items.

If you will use price codes when setting up pricing structures for your items, enter your price
codes, usinetup (Price codes)

The codes you enter here are used when entering inventory itemstesiadEnte).

Price codes are used with Point of S8lding, Professional Invoicing (interfaced to
I/C), or Sales Management Solutions. Price codes are used to simplify the pricing of
items by applying formulas for determining prices.

If you will use commssion codes when setting up commission schedules for your items,
enter your commission codes, usBgtup (Commission codes)

Commission codes only need to be entered if you use commissions and you are using
Point of Sale,Billing, Sales Management Solubins, or Professional Invoicing.

If you will use markup codes when setting up standard maskpercentage tables for your
items, enter your marlgp codes, usin§etup (Markup codeg

10.If you will use factor codes when determining landed cost bimsafor your items, enter

your factor codes, usingetup (Factor codes)

Factor codes are used at point of receiving inventory to determine the actual landed cost
of inventory items. When setting up factor codes, you list out the added costs involved in
putting a product group on the shelf. A factor code is added to the item record, and
triggers the necessary calculations using the base cost (contracted cost) to determine the
replacement cost.
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11.Enter your items, usinijems (Enter).
12. Enter the &tus information for each item in eadfarehousgusingStatus
Alternatively, status information can be entered, uSitagus load

13.1f you will be using multiWarehousericing, enter youWarehousespecific prices, using
Prices (Item prices)

Multi-Warehouserices are used only in Point of Sale, Professional Invoicing, Sales
Management Solutions, amilling.

14.1f you will be using sale and/or contract prices, enter these prices,Rrsteg (Sale prices)
andPrices (Contract prices)

Thesesale and/or contract prices are used only in Point of SalBitimd) .
15.1f you will be using kits, enter the definitions of your kits, usiits (Enter)
16.1f you wish, enter your item label formats, usitem labels (Layout)
You may enter yor item label formats at any time prior to printing item labels.

17.Establish initial oshand quantities and serial numbers (if using) for each item at each
applicablewarehouse This may be done in one of two ways:

a. Enter and post receiving transaacts for each item at each applicaléarehousgusing
Inventory

b. Automatically create adjustment transactions for each item at each appiéaigleouse
usingPhysical counto create physical count transactions. You must have specified the
"Expand@" physical count method in the I/C ContFale to use this selection.

Edit the adjustment transactions as necessary to enter serial numbers, and to review the
costs used in the transactions udimgentory (Enter)then post usingnventory (Post)

18. If you are keeping item history as defined in @mntrol Information then load the item
history with balance forward transactions for the quantities on hand entered in the previous
step usingHistory / Initial Setup

19.If you are using kits, estabh orrhand quantities for all existing kitems.

If on-hand quantities of componem¢ms arenotto be reduced, you may enter receiving
transctions, usingnventory to establish oinand quantities for kittems.

If on-hand quantities of componei¢ms are to be reduced, uA®rk ordergo enter and
issue "immediate" work orders for assembly of thetkiins.

UseKit inventory to assemble kittems, to reduce componeitéms and to track
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20.1f you are using serialized items, and wish to esghbhformation on previously sold serial
numbers, enter and post history serial transactions, 8gingl numbers (Enter)To
establish information on currently unsold serial numbers, enter and postimsaréal
transactions, usingerial numbers (Esft).

21.ReadChapterd. Guide to Daily Operationswvhich explains how to udaventoryto perform
various daily, weekly, and periodic tasks.

Regular Use

When you are finished setting up Inventory as outlined above and in ApperidiveGtory
Converson Guide you are ready to use thH*ackagen a regular basis.
The remainingChaptes show you how to:

Process inventory under average, LIFO/FIFO, or standard costing methods
Process serial numbers

Inquire into serialized items

Process lot numbers

Inquire into lotcontrolled items

Process an expanded physical count
Enter item prices, sale prices, contract prices, and make group price changes
View customer pricing

Define work orders

Print and complete work orders

Print or view work order history

Print the Price List

Print the Purchasing Advideeport

Print the Physical Count Worksheet
Print the Item Stock Statueport

Print the ValuatiorReport

Print the Usag&eport

Print the ABC Analysis

Print the Inventory AnalysiReport

Print the Serial Numbeltsy Item,Vendor, and CustomeRepors
Print the Serial Numbers on Lo&eport
Print the FloorindReport

Print the Lot NumberReport

Print the Kit Price/CosReport

Print the WherdJsedReport

Print the Distributions to G/Report

Close out arhccouning period and a year
Purge serial numbers

Purge inactive items

Print a data integritiReport

Print Repors from disk

= =8 -8_0_9_9_9_40_2_2_9_929_-92_2_29_9_9_92_92_9_9_99_9_492_9_-°2_-2_-2_-2._-2:--°
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Appendixincludes

-How to initialize (create from scratch) your Inventory datas. You may never need this
function, but it is includeglust in case.

-How to export/import your inventory dakales, recalculate inventory quantities and rebuild the
KeywordFile.

Contains an Inventory Conversion Guide to assist you in changing over from your manual
inventoly Accouning methods to thiPackage

-Contains a detailed explanation of each of the different inventory valuation methods.
-Provides specific instructions for using the standard cost valuation method. (Not available
through SAM.)

Describes how you can change from one inventory valuation method to another. It also
describes how to change from single to mwitirehousing (and vice versa).

Support

This manual, in combination with yourstallation GuideandSystem Funadnsmanual, is
designed to allow you to use Inventory without additional help.

However, if you encounter problems you cannot resolve by referring to these manuals, you may
want to get additional assistancéour supplier may be able to provide suchstasce, or he
may be able to recommend an independent source.

If all else fails, contact:

Samco Support Department
Unit 61- 7789- 134th Street
Surrey, B.C. V3W 9E9
Phone: (604) 594211

Fax: (604) 5977320

Email: support@samco.com

There will be dee for support service from Samco.
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Building business and technology relationships.

Chapd3Usn ng I nventory

About This Manual

This manual provides the information needed to learn anthuestory

Organization

This Chapterdescribes how to use and locate informatioth@lnventoryUserManual. It also
tells you how to start and exit Inventory.

Chapterd is a guide to daily operations. It explains how you use Inventory to perform various
daily, weekly, and periodic tasks.

Chaptes 5 through 19 give instructions bow to enter the basic information (mentioned in the
Chaptettitled Getting Starteflwhich will tailor yourPackageccording to your needs and
prepare you for daily operation.

Chaptes 20 through 40 describe how to use Inventory on a daily basispantb print the
InventoryRepors. You will probably use thegghaptes most frequently.

Chaptes 41 through 45 describe selections which are used periodically, including such
selections as closing a&tcountng period.

Lastly, a series of appendixepide technical material and reference information on valuation
methods.

Additional information can be obtained from timstallation GuideandSystem Functions
manuals, which contai@haptes that describe features common to all SaRackags.

Inventory Using Inventory
Samco Power Accounting 3.17




Topicscovered in th&system Functionmanual include:
Defining multiple companies
General rules

Help

Printers

Taxes

Extended Functions

Find

Switching companies
Defining Menuselections
Passwords

Glossary of terms

= =42 =4 -8_9_9_95_°2_24._-49._-2-

How to Use This Manual

When beginning, you willvant to keep this manual handy so you can refer to it as often as you
need. Later, you may only need to refer to it occasionally.

EachChapterof this manual provides instructions on how to use a particular function of your

software.

[?] Find Function

Throughout the manual, field names preceded [®itindicate that a question mark can be used
to search for valid entries for the field from records entered into Samco.

Some searches have additional functionality as shown below.
[?] Find Lots

Use thd?] key in a field asking for a lot # to display the following screen:

Inventory Using Inventory
Samco Power Accounting 3.18




L T©
$RLE=VRutE QOO0 M0 4ra

Ven [000800] | |@bn 37 Component, Glue
Retail 1 .00 EACH Bird House Kit #30
Member1 .00 02) 38 Component, Packaging
Whsale .00 Bird House Kit #30
jcst [2.10 EACH| 103) 35 Component, Perch
| OH 40,113.00- Loc | | Bird House Kit #30
' Com .00 04) 33 Component, Rear Wall
{Od [.00 Bird House Kit #30
‘glo 00 {Normat)| 05) 32 Component, Roof
Bird House Kit #30
AVl [40,118.00- |[(Item)! fo5) 31 Component, Sides/Floor
Bird House Kit #30
Lining r—| 07) NCAB-14GSD-H2  Compressor air-duct scrn
08) NCA8-14G5D-H3 Compressor blade
p_g) NCAS Compressor rotor
4 blades, steel
[10) NCAB-210 Compressor rotor 197
FilEnext ShF1eprev F3lSearch F4Copy Z=Zoom
DEDetl F7EFind URUser defined PEP.O.info
L=Label O=Order

Fil=nextitem Blank|= look up by description

Enter the line number to go to, use the up and down arrows to go to the lot # to use, or use one of

#

the options:
[F1] -To view the ANexto page of | ot
[F2] -To vi evwvtibausmPrpage of | ot #6s
[F3] -To ASearchodo for a | ot by | ot
[F4] -To ACopyo the currently select

where the find was initiated.
[F6] -To view | dareshoussor A Al I 0O
If the [F6] option is used, the screen changes to displayMarehouseén an additional column
before the Lot field. If the[F6] key is used again to select a singlarehousgyou are
prompted to enter thié/arehouséo find the lots in.
S.A.M. - Samco's Automated Manuals
While using your software, press tf€l0] key (F11] key under Windows) at any time to bring

up S.A.M. (Samco's Automated Manuals). At the touch of a button you'll have an entire
reference library on your Samco business applications.
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To Start Inventory

If you are usingMenustyle overlay pop upMenuselect or original, selethventoryfrom the
Samco maitMenu If you are using thpull-downMenustyle, use th¢Right][Left] keys to
selectiC.

The followingMenuwill appear (remember, throughout this and all manuals we will be using
the 'Menuselect"Menustyle):

10. Completed work orders
11. Physical count

12. Reports

13. ltem history

14. Multi-evel items

15. Sades counts

16. Customer item x-reference

To select one of the functions shown above, us@tphpand[Down] keys or press the first
letter of the function name to position the cursor on the desired function an{Emess.

For example, to selettems mowe the cursor tétemsor typel.

To get to page 2 of thdenu, pres§F2] when page 1 is displayed.
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Make selections from page 2 the same way as from page 1.
To return to page 1 of thdenu, presqTab].

To Exit the I/C Package

To exit the I/CPackae, press eithefEsc] or [Tab] from page 1 of the I/C maiMenu
Depending on your computer setup either, the ivenuappears, listing theackage you have
installed, or your operating system prompt appears.

Alternatively, while at anyenuor subMenu, presqF3] and typeEX to exit completely out of
I/C and the Samco system.
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Building business and technology relationships.

Chap4Guwi de t o Daily Operat

Introduction
The following checklists are provided as examples of how you might use Inventorjaiorpe
various daily and periodic tasks.

While we attempt to present the tasks in a logical order, you should adjust the checklist as
necessary to meet your own needs. You may wish to consult witiAgoauntant for advice on
organizing your own checldis to ensure the efficiency and security of your business operations.
| Enter new items, usinigems
Enter a status record feach
Warehouseat which you plan to
stock the item. If the item is a kit,
enter a kit definition usingits.
Enter receivings, sales, credit memos, and transfers using
Inventory If you are ugg Job Cost, also enter job usage
transactions. Post these transactions.

If you are using Point of Sale

I Receivings, transfers, sales, and returns are entered usimgck&S(Enter)
Receivings and transfers will be automatically added to @éWentory
TransactiorFile. The posting of tickets in P/S will automatically generate sales
and credit memo transactions for inventory.

If you are usingBilling

I Sales and credit memo transactions are entered usinQi@éts The posting of
Invoices in O/E will automatically generate and post sales and credit memo transactions
for inventory.
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If you are using Professional Invoicing

I Sales and credit memo transactions are entered usitiy®iles. The posting of
Invoices in P/l will automaticall generate and post sales and credit memo transactions
for inventory. If J/C is interfaced to P/I, job usage transactions will be generated and
posted for inventory when posting Goods line items for jobs.

If you are using Purchase Order orPurchasingwith Inventory

| Enter your receivings using P/O or PR&ceivings When these receivings are posted in
P/O or P/A, receiving transactions are generated and placed in the Inventéile Tox
all inventory items received. These receividgsnothave to be entered aig using
Inventory

[ Enter, print, and issue work orders to assemble kits.

[ Log work orders as completed usi@gmpleted work ordersClose these work orders
usingClose work orders

Back up datdiles to removable media.

I Inquire into item inbrmation,
usingView items

—_

Inquire into serial number information,
usingView serial numbers

I Inquire into lot number information,
usingView lot numbers

I Enter new price codes usiigice
codes new commission codes using
Commision codesnew factor codes
usingFactor codesnewmark-up
codes usingark-up codes new
product categories usir@ategory
codes and new stocking codes using
Stock codes

I Using theFactor codes (Setup)
function, make any adjustments to
your factorcodes. You should also
run theApply new factor$o update
your replacement costs.

I Useltem pricedo enter new item
prices for a specifizVarehouseand
to change item prices.

—_—

Enter new sale prices usifgle
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—_—

—_

—_—

T

pricesand new contract prices using
Contract prices

UseGroup price change® change
prices for groups of items.

Print price lists usingrice list

Determine which items have dropped
below reorder level or which are out
of stock usingPurchasing advice
Determine the currérstock status of
inventory items usingtock status

Print a list of incomplete work orders
usingincomplete work orders

Inquire into completed work orders
usingView work order history

Print information about completed
work orders using thé/ork Order
History Report

Print item labels for inventory items
usingltem labels

Purge ouof-date sale prices using
Purge sale priceand outof-date
contract prices usingurge contract
prices

Enter new sale prices usiggle
pricesandnew contract prices using
Contract prices

Print price lists usingrice list

I Recalculate your replacement costs if you are

using factor codes. This is done by running the

Recalculate current costs (Factor codes).

Inventory
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Physical Count

[ If you are using "expanded” physical count,
create physical count transactions and print
a Physical Count Worksheet usiRpysicalcount

Count your inventory, and then enter or import
counted quantities into the physical count
transactions usg Physical countEdit physical
count transactions and create adjustment
transactions from them usimhysical count
Post the adjustment transactions usmgentory

If you are not using "expanded" physical count,
you should print a pfsical count worksheet using
Physical count worksheatount your inventory,
and then enter and post adjustment transactions
usinglnventory

I Correct serial number information
usingSerial numbers

—_—

Print the FlooringReportwhich shows,
by "Source", the serial numbers which
are unsold or sold.

I Print Serial NumbeRepors
(by Item,Vendor, and/or
Customer, or loaned serials).

I Print Lot NumbeiReportwhich
shows the status of each lot number,
selecting to purge thiéle.

Print the ValuatiorReportto determine the
value of your inventory at the end of the period.
I Print the Usag®&eportwhich shows
sales figures and margins for the
period and year to date.

—_—

Print the ABC Analysi®keportto rank your
items in terms of yeato-date
sales, costs, or margins.

—_—

Print the Inventory AnalysiReport
to determingtem, turn rates,
investment, and profitability.
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<

—_—

Print a statu®keportusingStatus by item #
or Status by description(This Report
contains the final periotb-date figures

for each item at eadlWarehouset

which it is stocked.)

—_—

If using Sales Analysis, print sales
analysisRepors (such as Item, Item
category, Item sales volume.)

Close the sales periodsingClose a period If this period

is also your year end, answer "Y" to the related question in
Close a period See th&€haptettitled Close a Period for a
description of this selection.

Print the I/C Distributions to G/Report(from "Earliest” to
the last date of th&ccouning period) to get a list of the
distributions to G/L. If you araotusing G/L, back up
your dataFiles and purge the distributions when you print
theReport If you are using G/L, do not purge the
distributions at this time.

If you are using Samco's G/L, back up your ddates and then ruet distributionsn

GI/L to pull the distributions from I/C into G/L. Follow the procedures described in the

G/L UserManual. You may purge the distributions when running this seleictiGiL.
If you encounter any system difficulty (e.g., power failure) while rundeg
distributions then restore your backup and repeat this procedure.

I Purge items which are no longer active
usingPurge inactive items

I Purge sold serial numisethat are out
of warranty usind?urge serial numbers

Back up datéiles to removablenedia.

I Purge your item history which you
no longer need using thRurge
(History) function.

I Clean up your inventory datles,
removing wastd space that is being taken
up by deleted and purged data.

This is done using theebuild aFile
(File utilities) function.
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SAMCO

Building business and technology relationships.

Chapileventory Account s

An inventoryAccountis a current assétccountin your Geneal Ledger, summarizing the value
of items in your inventory.

Inventory provides for multiple inventoAccouns. You may enter as many as your company
needs.

You may set up multiple inventoAccouns in this selection. You will then assign each
inventory item to one of thog&ccouns. All postings (inventory sales, usage, and receivings)
debit or credit the inventorccountassociated with that item. The&ecouns can then further
be used as a criteria when running variBepors.

To Begin

Frompage 2 of the I/®lenuy, selectSetup Then from the&SetupMenu, selectinventory

Inventory Inventory Account s
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Entering Inventory Accounts

SelectEnterfrom thelnventoryAccountdMenu You then see:

From the screen which appears, you can work with both new andhgxrstentoryAccouns.

Enter the information as follows:

[?] * 1. Inventory Acct #
Enter the inventorAccountnumber or use the option:

[F1] for thenext inventoryAccounton File

If the Accountyou enter does not already exist in the Valid G/lcéduntFile, you may add it
here.

Description:
If this Accountalready exists in the Valid G/L AccouRile, its description displays. If not,
enter the description, and tAecountis automatically added to the Valid G/L Accothile.

2. Inventory type
This field allows you to specify the section of the Distributions to EZportwhere G/L
distributions for this inventorjccountwill be Repored.

EnterM for merchandise or items held for sale. If you do not use kits, all of your inventory
Accourts are type M.

EnterR for raw materials. Thigccounttype is for items which are components of Kits.
EnterE for finished goods, for items which are completed kits.

EnterC for miscellaneous costs applied. It is used for miscellaneous\weink have costs
charged to them in Point of Sale aBitling. It is also used in work orders kit assembly to
specify theAccountto which nonrinventory costs such as labour and administrativelen
should be posted.

EnterW for work in process. ThiAccounttype is not used in defining items. It is used in work
orders to specify the work in processcountto which inventory should be posted while the kit
required by a work order is being assembled.

Categorizing Inventory Items by Account Type

If you wish to categorize inventory by Inventory Types, then a sepitateintneeds to be set

up for each inventory type (or group of inventory types). If items are not required to be sorted
based on the inventoAccount(and hence the inventory type), hihis field must bé/ for all
inventoryAccouns.
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For example, the inventoccountassociated with a stocked inventory item would have an
inventoryAccounttype ofM (merchandise for sale-&s), but the inventoryAccountassociated
with raw materialsvould have amccounttype ofR (raw material for kits). And a

miscellaneous item's inventoAccountwould have a type d@ (miscellaneous costs applied).

3. Comments

Enter any comments or notes about the invermdagount

Enter text in the displaydabx in much the same way as masird-processingprograms, using
the[Enter] key, [Up][Down] keys,[Delete]key,[Tab] or [Esc] when done, etc. When you are
finished entering text, pre§8ab] and follow the screen instructions.

When you presfEsc] or [Tab] while entering comments, you have these choices:

File Save what | have just entered/changed. (Like pre¢$Smgr] at "Field
number to change?" in other selections.)

Save & continue Save what | have just entered/changed, but leave the infomuat the
screen because | want to continue to work with it.

Abandon changes Throw away what | have just entered/ changed. (Like prefiSsgj at
"Field number to change?" in other selections.)

Delete Delete this entire comment from the screenkélDeletein other

selections.) The software will ask you to confirm the deletion with an "OK
to delete?" message.

Deleting Inventory Accounts

Use thegF3] key to delete an inventoAccount An inventoryAccountcannot be deleted if it
has been dared in the I/C Contrdtile as a default inventorccount or if it has been entered
as the inventorAccountfor an item. If you are not allowed to delete an invenfagount a
message will display giving the reason.

Printing a List of Inventory dints

SelectPrint from thelnventoryAccountdMenu You then see:
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Enter the information as follows:

[?] 1. Starting Account #
[?] 2. Ending Account #
Enter the range of inventoAccouns to be included. Follow the screen instructions.

3. Print comments?
AnswerY to include comments on the list.

Here is ssample of the Inventory Accounts List.
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Chap@Contr ol |l nf or mati on

The 1/C ControFile contains information about theventory Controrequirement®f your
business.

A control File contains key information about your business dpara lt is called a controFile
because itontrolscertain program functions and default values.

To Begin
From page 2 of the I/®eny, selectSetup Then from th&etupMeny, selectControl
information

This is the screen you see:

E‘:‘uagu:‘:{ i

N

Z1=] lau
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Changing Information that is Already on File

If you already have I/C control information &ile, when "Field number to change?" appears,
you can presfEnter] or [PgDn] to move to lhe next screen. At the second, third, or fourth
screen, you can pref3gUp] to move to a previous screen.

Control Information Set Up

Enter the informatiolon screeras follows:

Inventory valuation method?
Inventory will track the value of your inméory in one of four ways:

1) -By standard cost with average cost assumption
2) -By average cost with or without serial cost

3) -By the "last in- first out” (LIFO) method

4) -By the "first in- first out" (FIFO) method.

Type

S -To select standarcbst
A -To select average cost
Lo selectLIFO

E -To select FIFO

Refer to the appendiMethods of Costing Inventofgr a detailed discussion of each valuation
method.

This manual presents examples using the Average cost method, withalutass (see below).
Special notes are included, as appropriate, for other valuation methods.

If you select standard cost, also refer to the appendix Sti@adard Cost Valuen.

If you need to change valuation methods, be sure to review the appted Changing
Inventory Valuation oWarehouséethodsfor the proper procedures prior to making this
change.

Use serial costing?
An entry in this field is allowed only if the average cost method ("A") is specified in field
number 1.

AnswerY if you wish the "real” cost of a serialized item to be used (instead of the average cost)
when processing a serialized item. Otherwise, jEas®r] to default toN.

If you specify to use serial costing, then the real cost (or serial cost) from theF8eimblsed
when posting a transaction with a serial number. If a serial number is not specified for a
ASometi mes Serializedod item, then the average
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See theChapter titled Serial Numberdor more information on the processing of seria
numbers under the serial costing method.

If you specified a valuation method other than "A" in field number 1, this field is skipped.

- NOTE: If you select to track serial costs you will not have the option of tracking
costs byWarehouse

Use Lot Coging

When using the average cost method in Inventory Management, you may wish to use the actual
cost of lotcontrolled items, instead of average cost. When thus option is chosen, you will be
prompted whether to use average or lot cost for an upward adjuistiona lotcontrolled item.

Multi warehousing?
AnswerY if you have more than one location where inventory is keptjrarahtory Controis
desired at each location.

AnswerN if just one location for storage is used or if mgite control is not reded.

For multtwarehousing, inventory levels (the status of items) are tracked for each item in each
Warehouse

When multiwarehousing is in effect under LIFO or FIFO costing, a history of the cost of each
item is keptwithout regard tdVarehouse As each item is received, its cost is recorded
(independent ofWarehousgin LIFO or FIFO order. This method is in agreement with generally
accepteddccountng principles.

If you wish to change your warehousing method once you've completed setting @b contr
information, refer to the appendix titl€hanging Inventory Valuation or Warehousing Methods

Multi Warehousepricing?
If you answered to "Multi warehousing?" answe if you wish to have the ability to price
your items differently for eacWarehowse Otherwise, answe\.

This field displays "(Not applicable)" if you answegdo "Multi warehousing?"

Multi Warehousecosting?

If you answered to Use serial costing?his field is set to "N" and cannot be changed.

If you selected LIFO, FIFO d8tandard for thénventory valuation method?field, this field is

set to ANO and cannot be changed.

If you answered to "Multi warehousing?" answéf if you wish to have the ability to cost your
items differently for eachVarehouse Otherwise, answe.

This field displays "(Not applicable)" if you answefddo "Multi warehousing?"
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Inventory register format
TypeD for a detail format o& for a summary format.

The detail format of the Inventory Register shows all detail for each transacherptsted.

The summary format of the Inventory Register is shown at the end Ghtqgettitled
Inventory

For average or standard costing, both the summary and the detail format will provide full audit
information on the register.

In cases wherthere has been a data loss of some kind, this option allowss#ré only print
documents that do not balance to zero. Set the Inventory register fomestitoWhen
required, print th&keportfrom Inventory Management>Repors>> Distributions to GL and set
the flag toNON-ZERO DOCS ONLY to [Y].

For LIFO or FIFO, the summary format does not give details of layers added, layers removed, or
negative layers created. It does show the total cost correction resulting from a transaction which
removes oa or more negative layers.

If selected, the summary format should be reviewed by your comperggsinant to be sure
that it meets the audit requirements of your company. If there is any question as to which format
to use, select the detail format.

Last inventory register rpt#
Enter a specific starting number use asReportnumber for inventory registers.

Option: [F1] to use the nexReportsequence number.

Condensed sales registers?
AnswerY to print a condensed format of the Inventory Registeen inventory transaction
posting is originated bRilling Invoice posting or by Point of Sale "aufmsting".

Your answer here does not affect the register format selected in field number 6 when inventory
transaction posting is originated by tineentory (Postkelection.

The condensed format shows one line of information for each item by transaction type,
Warehousgand transaction date.

If you answelN, the register format selected in field number 6 is printed when inventory
transactions are ptesl, regardless of the selection used to initiate posting.

Using Purchasing?
AnswerY if you intend to use thBurchasind®?ackage This causes I/C to display and print the
guantity on order for each item.
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Using Accounts Payable?
AnswerY if you intend to use the Accounts PayaBlackageThis causes I/C to look iypendor
numbers which you enter for items (temg in the A/PVendorFile.

- NOTE: Even if you answerY here, you will be able to enter a/endor number in
ltemsthat does not exist in theA/P Vendor File.

Using Manufacturing?
AnswerY if you intend to use the Manufacturil@ckage This causes I/C to display and print
the quantity on order for each item.

Calculate gty available using

AnswerY to the quantities to include in the quéntavailable calculation. You have the option
of including orders (committed), back orders, and work orders. The quantity available is
calculated by taking the quantity on hand, and subtracting the quantity on order (committed),
guantity on back orderpd quantity on work ordersif any have been set up hereYato

include in the calculation.

How many prior periods of gty
info do you wish to track ?

Enter the number of periods, from 1 to 999, of inventory item totals you wish to track. This
includes purchases, sales, cost of goods sold, returned etc.

How many periods per year?
Enter the number of periods, from 12, in anAccouning year.

Are these periods monthly?
AnswerY if your Accouning periods are monthly. Otherwise, tylide

Track transactions byUser

AnswerY if you want to track transactions biser. This also allowdJsers to post only
transactions entered by them, avoiding a common problésser posting transactions partially
entered by othddses. If this feature is naised, or it is a singlgsersystem, type\.

Make any changes as usual. A second screen then appears:
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[?] 17. Default profit centre

Entry in this field is allowed only if the CompaRjle specifies that you have more than one
Accountsection. Otherws e fiN/ Ao (not applicable) is displ
used as the default when entering inventory items (Utangg.

Enter the default profit centre or use the option:

[Enter] To use profit centre 000

18. Use item discounfccount
This question only applies if you are using Point of SBiléng, or Professional Invoicing.

If you answerY, the G/L distributions for sales and discounts from tickets, ordersnaoites
will be changed from posting the net amount of the sateo(int of sale less discount) to the
salesAccounts), to posting the gross sale before discounts to thésatein(s) and the
discounted amount to the line item discoAntountnumber from the item's record.

When aninvoicediscount is being applied €. 10% off everything), the discount amount is
divvied up evenly internally to the line items to allow for proper posting to the discount
Accounts).

AnswerY if you wish to use the discouAtcountfrom the item record for distribution on sales
discourts.
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Entering Account Numbers
For the next four fields, you enter the maiccountnumber to use as the default for new items
(in Itemy, followed by the profit centre if they are used.

Profit centres can be widarded. In this case, the profit cenised when posting transactions
into Inventory from Poinof Sale,Billing, or Professional Invoicing is assigned based on the
profit centre assigned to théarehousehe item is sold from.

If an item is assigned a specific profit centre, then this prefitre overides the profit centre as
it would be assigned by tiWarehouset is sold from.

[?] 19. Default salesAccount
The Accountyou enter here is used as a default for the "Sedes#" field when entering an
inventory item usindtems

The"SalesAcct #" for an item is used by Point of SaRilling, and Professional Invoicing when
posting sales of this item.

If profit centres are used, and the profit centre isswddled, the "Sale&cct#" is combined
with a profit centre in order to adih the G/LAccountto be used for the posting.

I n Point of Sale, the item profi tcardeckthda re i s u
ticket profit centre is used.
InBilingand Professional | nvoi ci ncgrded, itik deteimmedi t e mo s

by options specified in the O/E or P/l ContFale.

Consult the P/€haptettitled Stores or the O/E or P/ChapterTitled Control Informationfor a
discussion of the options availalite-profit centres.

Enter the main G/L Sat Account, then enter a profit centre or use the option:

[F1] -To wild-card thisAccountsection.
\

[?] 20. Default expenseAccount

TheAccountyou enter here is used as a default for the "ExpAnse#"” ("cost of goods sold")
field when entering amventory item usingtems

The "Expensd\cct#" for an item is used when posting sales transactions Lsiegtory A

sales transaction removes an item from inventory and reflects its cost in Cost of Goods Sold.

If profit centres are used, and thefitrcentre is wildcarded, the "Expeng&cct #" is combined
with the profit centre entered for the sales transaction in order to obtain te&untto be
debited for the sale transaction. The item's inveragountis credited.

Enter the main G/lexpenseéAccount then enter a profit centre or use the option:

[F1] -To wild-card thisAccountsection.
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[?] 21. Default credit memoAccount
TheAccountyou enter here is used as a default for the "Credit m&cob#" field when
entering an inventory ite usingltems

The "Credit memd\cct #" for an item is used when posting credit memo transactions using
Inventory These credit memo transactions are used to handle goods returned by a customer.
The it embsAccountidsi tc rneedmot e dinventonyAtcotntiselebitet.e mo s

If profit centres are used, and the profit centre is\wdcded, the "Credit memicct #" is
combined with the profit centre for the credit memo transaction in order to obtain the G/L
Accountto be credited.

Enter the mai G/L credit mema\ccount then enter a profit centre or use the option:

[F1] -To wild-card thisAccountsection.

[?] 22. Default adjustment Account
TheAccountyou enter here is used as the defagltountused when making an Adjustment
type inventoy transaction innventory

If profit centres are used, and the profit centre is\wécded, the "default adjustmeitcount

is combined with the profit centre entered while entering the adjustment in order to obtain the
G/L Accountto be credited or dsted.

Enter the main G/L adjustmeAtcount then enter a profit centre or use the option:

[F1] -To wild-card thisAccountsection.

[?] 23. Default B/S inventory Account
Each item is assigned a balance sheet invertocpuntwhich is used for all pgtings for that
item.

Enter the inventonAccount(as entered usinigventoryAccouns) which you wish to use as a
default for the "Inventorycct #" field when entering an inventory item usilbgms You

should enter the most frequently used invenfsegounthere in order to speed up data entry for
items.

[?] 24.B/S liability Account

If you are not using Accounts Payable:
Enter the number of th&ccountwhich is to serve as the balance sheet liabflitgount

When receivings for an item aregted, the item's balance sheet invenfscgountis debited
and theAccountyou enter here is credited.

This Accountmay be youAccouns PayableAccount However, you should consult with your
Accountant as to the exagtccountwhich should be used fgour business.
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If you are using Accounts Payable:
Receiving transactions debit the item's inven#decgountand credit the "B/S liabilitAccount'
which is entered here.

Later, yourVendorwill send you arinvoicefor the receiving and you will enterinto A/P. If
you set the expense distribution of the AdiPoicevoucher to be the sandecountwhich was
originally credited at the time of the receivings in I/C (i.e., the "B/S liabdgount’), the net
effect will be to debit inventory and creditcouns payable.

At the time of I/C receiving posting:
A Debit item's B/S inventonjccount
A Credit B/S liabilityAccount

At the time of A/P voucher posting:
A Debit B/S liability Account(as the expense distribution)
A Credit Accounts Payable

The ne effect is:
A Debit ltem's B/S inventorpccount
A Credit Accounts Payable

At the end of arAccouning period, the net amount in the B/S liabiltgcountrepresents
inventory which has been received but which has not yet been posted as a payabldlira\/P.
bills are received by the end of a period, thegountbalance will be zero.) The B/S liability
Accountwill also reflect any errors or discrepancies between entries made in I/C and entries
made in A/P.

The B/S liabilityAccountmay be a "clegng Account'. It can also be a liabilihccountcalled
"Un-Invoiced receivings”. You should consult with yoiccountint to determine the exact
Accountto be used.

[?] 25. Costcorrection Account (average, LIFO, or FIFO)

Enter the number of thccount which is to serve as the average or LIFO/FIFO cost correction
AccountCost corrections occur under average cost, LIFO or FIFO if an item's quantity on hand
is negative and a later receiving of the item arrives.

When the quantity on hand goes negatilie,replacement cost is used in posting, since the LIFO
or FIFO cost is no longer known.

When the later receiving arrives, the actual cost of the item's negative quantity on hand becomes
known, and any difference between this cost and the cost whichosted while the item was
negative is posted to the cost correctiatount

At the end of youAccouning period, any remaining balance in tAiscountshould be charged

to the cost of goods sokkccount

- NOTE: In certain situations, cost correctiomcalso occur when a kit is assembled from
components. See ti@haptettitled Inventory
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Purchase varianceAccount (standard cost)
Enter theAccountnumber of theAccountwhich is to serve as the purchase variahceount

Cost variances occur when @m is purchased at an actual cost which is different from the
standard cost specified for the item in the Iféile. The amount of any variance is posted to the
purchase varianc&ccount

This variance is actually a purchase price variance, and itsajlowto assign variance
responsibility to the purchasing or sales department within your company.

At the end of arccouning period this purchase price variance must be allocated between cost
of goods sold and ending inventory, for financial staterpsggentdon purposes.

See the appendix titlestandard Costing Valuatidior more details concerning the assignment
of responsibility within departments and the transactions involving the purchase variance
Account

[?] 26.Cr, Memo/Ad variance Account (standard cost)
If standard cost was selected for the valuation method, enter the numbeAotd@twhich is
to serve as a varianéecountfor credit memos and adjustments.

If LIFO, FIFO, or average cost was selected for the valuation methodiettidlisplays "(Not
applicable)" and an entry is not allowed.

27.1/C distribution mode

EnterD for Detail orS for Summary distribution to the distributidile.

Detail distribution mode places document details in the distribiilerio provide a rore
detailed I/C DistributiorReportsorted by document number.

Summary distribution mode summarizes I/C distributions by register only, and the document
numbers are not stored as part of the distribution.

It is recommended the detail mode be used wyatilare satisfied with the results of the
Inventory. This option can then be changed to summary mode to reduce the amount of detalil
(and associated disk space) stored in the distrib&ilenThis will also reduce the amount of
data transferred to the Gamal Ledger if thaModuleis being used and distributions are being
done in detail.

28 Use weight per items?
AnswerY to record a per item weight in the Itdfite. This weight can then be printed on forms
in O/E, P/S or P/l, and total weights for ordeasculated.

If you use item weights, then you will be asked for the default weight measureKEntarLB .
This actual unit of measure can be changed when adding or changing an item.
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29.Use volume per items?
AnswerY to record a per item volume in them File. This volume can then be printed on
forms in O/E, P/S or P/I, and total volumes for orders calculated.

If you use item volumes, then you will be asked for the default volume measurelVE iEror
YD. This actual unit of measure can be changken adding or changing an item.

Make any changes as usual.

A third screen then appears:

M EE
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Full description 3
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1250000
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U

30. 1st/2nd/3rd/4th keyword method
A keyword is a "word" or piece of information about an item that can be used to search for an
item inView (Items)and durilg the P/STickets (Enterkelection.

Enter up to four keyword methods to be used when searching for items, in the order in which
they will be used. The "1st keyword method" is the default method used to search for the item.

The keyword method choicese:

Full description
Description line 1
Description line 2
Subcategory
Category/sukrategory
Vendorproduct #
Vendor#/Vendorproduct #

NI~ IwIN -

You can presfEnter] to specify "None" for any method.
Whenltemsis used to enter or einge item information that is used as a keyword method, the
item keywords are updated in the Keywéiite.
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If you select "Full description" as a keyword method, each separate word of 3 or more characters
(separated by a space or comma) in either lirmofem's description is considered a keyword,

and is stored in the Keywofdle. Each keyword can then be used to search for the item in the
View (Itemskelection and during P/S ticket entry.

If you change a keyword method after setting up your itgmsmust rurRebuild item
keywordson theFile Utilities Menuto rebuild the KeywordFile. (See Appendix B, title#ile
Utilities, for information on this selection.)

31. Defaultmark-up method

Enter:

M for mark-up or

G for margin.

This defaultthe nethod of enteringnark-up codes usingiark-up codesn the SetupMenu Both
themark-up and margin are displayed while entering i@ k-up codes, and you have an option
to switch between the two entry modes.

32. Are cost of sales used?
AnswerY if you wish toReporton cost of sales in Sales Analysis. If you andMjedata
pertaining to cost of sales will not Repored in Sales Analysis.

Regardless of your answer here, cost of sales figures are available for viewRepembhg in
Inventory. If you have the A/RPackageyour answer to this question should be the same as it is
in the A/RControl informationselection.

33. Back order control?

AnswerY if you wish to use back order control. You must also an3wégou wish to track
committed inentory quantities. Answe if you are not using back order control or tracking
committed quantities for your items.

If LIFO/FIFO is being used, or if you intend to use serialized items, back order control must be
set toY.
Your answer here is usedtime formatting of variouReport and in setting up items in thems

selection.

34. Physical count method
In Inventory, you can perform the physical inventory counting process in one of two ways: the
"normal” way or the "expanded" way.

EnterN for normal orE for expanded.
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The "normal” physical count method allows you to print worksheets for the items to be counted
usingRepors (Physical count worksheetyVhen the physical count is complete, you must
manually calculate and enter adjustmentagiBiventory (Enter}o align the item quantities on
hand with the physical count quantities.

If you select "normal”, follow the instructions in tidaptettitied Physical Count Worksheet

The "expanded" method takes a "picture” of inventory levelthiitems to be counted.

Physical count worksheets may then be printed for these items with the expected quantities using
Expanded physical count (Worksheétyhen the physical count is complete, you enter the

counted quantities which are then compacethé "picture” inventory levels, and inventory
adjustments can be automatically created for
permits counted quantities to be imported froFRila produced from a harldeld scanning

device.

If you select "expaded", follow the instructions in téhaptettitied Expanded Physical Count
35. Inventory reorder basis

Inventory allows you té&reporton items which need to be reordered or that are out of stock in
one of two ways: based on "net quantity” or basethoantity on hand".

EnterN for net quantity, or entéd for quantity on hand.

If you select "Net quantity”, an item is determined to be below reorder level or out of stock,
based on the following formula:

Net quantity = quantity on handjuantty committed- quantity on back orderquantity on work
orders + quantity on order

If you select "Quantity on hand", only the "Quantity on hand" field (in the Rgeor Status
File) is used to determine if an item needs to be reordered.

Repors thatshow items which need reordering are the Purchasing A&apert Stock Status
Report and ValuatiorReport

36. Reorder levels by period?

AnswerY if you want to set r@rder levels for each period in the item status record.

This is effective for busiesses with seasonal buying habits.

37. Location codes by lot?

AnswerY if you want to set the locations in yowfarehousgs) for each lot as it is received. If
you answel, all lot controlled items will be located in one bin for ed¢arehouse
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38.Use sale prices by
A sale price is a price in effect for an item, or a category¢siikdgory group of items, for a
specific period of time.

Enter up to three types of sale prices to be used when selling items through Point of Sale or
Billing.

Enter] if you intend to set up sale prices by itednfor sale prices by item category, and&for
sale prices by item sutategory. Pred&nter] for "None" if you do not use sale prices.

An item sale price is a price that applies to a specific itArnategory sale price is a price that
applies to all items with the same "category". A-sategory sale price is a price that applies to
all items with the same "stdmtegory”. (The category and scategory of an item are defined in
theltemsselectia.)

Use theSale priceselection to set up sale prices by item, by category, or byatgigory.

When an item is sold in Point of SaleRilling, sale prices are used for only the sale price types
specified here. In addition, sale prices are priotethe Item Price List and Actual Customer
Price List for only the sale price types specified here.

Since the number of types entered here has an effect on system performance during Point of Sale
andBilling, you should only specify the sale price tyges actually plan to use.

39. Use contract prices by
A contract price is a price in effect for an item or categoryfsaibgory group of items for a
specific customer, or a specific item for a group of customers by customer type.

Enter up to three pes of contract prices to be used when selling items through Point of Sale or
Billing.

Enterl if you intend to set up contract prices by itgfor contract prices by category, and®r
for contract prices by sutategory. Pred&nter] for "None" if you do not use contract prices.

An item contract price is a price to a specific customer that applies to a specific item. A category
contract price is a price to a specific customer that applies to all items with the same "category".
A sub-category contract price is a price to a specific customer that applies to all items with the
same "sukcategory”. (The category and schtegory of an item are defined in titems

selection.)

Use theContract pricesselection to set up contract prices lmt by category, or by sub
category.

When an item is sold to a customer in Point of SaRilbng, contract prices are used for only
the contract price types specified here. In addition, contract prices are printed on the Actual
Customer Price Listolr only the contract price types specified here.
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Since the number of types entered here has an effect on system performance during Point of Sale
andBilling, you should only specify the contract price types you actually plan to use.

40. Use kits?
Kits are inventory items which are assembled from other inventory items. AMsivgou
assemble kits from items which you stock.

AnswerN if kit assembly is never used. If you answerthe followingMenuselections will not
be available:

Kits

Kit invenbry

Work orders

Completed work orders
View work order history
WhereusedReport

Kit price/costReport
Incomplete work orderReport
Component usageeport
Material requirement®Report
Tracked kit inventorjReport

If you answell, field numbers 39 and 40splay "Not applicable”.

NOTE: You may not change this field when inventory transactions afel@n

41. Starting work order #
(This field displays "Not applicable” if you are not using kits.)

Kits can be assembled by entering, printing, and issuorg§ orders. Enter the number to be
assigned to the next work order entered. Each time a new work order is entered, this number is
automatically incremented by 1.

[?] 42. Default Work in ProcessAccount
(This field displays "Not applicable” if you an®t using kits.)

Enter the usual "work in procesatcountto which distributions for components items should
be posted while a work order is being assembled. Atesuntis used as a default when
entering work orders.

The entered\ccountmust existm the Inventory Accourfile.

43. Use purpose codes for adj trx ?
AnswerY if you will be tracking adjusting inventory transactions by the reason the transaction
occurred.
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44. UseUser defined fields?

AnswerY if you will be usingUserdefined fieldso customize your inventory items. 1/C allows
you to set up to 30 uniqudserdefined fields for data entry. These fields can be viewed using
theFind itemsfunction, and used for generating specific item listings or sophisticated analysis
Repors inUser DefinedReportin S/A.

If you answelY to this field the following functions are either added or affected:

1 Setup Userdefined fieldy (new)
1 Item labelgmore fields)

1 Items (Enter)

7 Items (Print by....)

7 Find items

Make changes as usual.

Thefollowing screen appears:

1/31/10

None|
-
N

U

2

Y

U

N

3

Retail 1|
Member 1|
;35_
Y

Y

v

Enter the following information:

45. Current period ending date
This is the ending date of your curréxdcouning period. It is used during transaction posting
to determine whether the transaction applies to the cureeioicp

46. Last period ending date
This is the ending date of the l#stcouning period.
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47. Last year ending date
This is the ending date of the l&stcouning year.

48. Quick item label #

49, Use case/unit processing?
(Applies only ifBillin g is being used with Inventory.)

AnswerY if you want the system to track broken cases.

Case/unit processing allows you to track inventory items that are normally stocked and sold by
the case but that have been broken down into a smaller unit. Whézathi® is activated, each
inventory item identified as a case item you add will have an identical unit item created
automatically with an item number suffix of "U".

Should a case item be broken down the balance of the case will be transferred toitd®.uni

For example, item "A" is always sold by the case, however, sometimes a case must be opened up
to handle broken stock or to replace a defective product. Should a case of item "A" be broken
up, the remaining portion would be transferred to itenmis'Ahit item "AU".

Optionally, you might consider using the alternate selling units iité¢herecord to attain a

similar result. By having you stocking unit as the lowest common denominator (i.e. EACH), you
could sell by the EACH, and have an alterrssking unit of CASE when the item is sold by the
CASE.

50. Keep item history?

Answer Y if you want each transaction posted for your inventory items to be kept for historical
analysis. Please keep in mind that item history can take up a considerablg afrhard disk
space. Be sure you have sufficient space to handle this option (5 times the size of yBilke item
is a good rule of thumb.)

51. Lines per item in find window
Enter the number of item description lifé®m 1- 3) you want to appeanitheFind window
when looking up inventory items.

Using theFind window (see th€haptes titledFind andExtended Functions Windaw the
System Functionmanual) you can view information on your inventory items. The initial
window that appears is ating of your items in alphabetical order.

The number of items that are displayed in this window is dependent on how many description
lines are displayed for each item which is set by this field.
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52. Validate stocking codes?
AnswerY if you want to valdate the stocking codes when entering inventory items i&nier
(Items)function. Valid stocking codes are entere®inck Codes (Setup)

53. Validate category codes?
AnswerY if you want to validate the category codes when entering in theHilerasingEnter
(Items) Valid categories are enteredGategory Codes (Setup)

When set tiN the category field will be a free form text field with no look up or validation
capabilities.

54. Validate sub-category codes?
(The fieldValidate category cags?must be set t& in order for this field to be available.)

AnswerY if you want the sulzategoryfield in the ItemFile to use a look up table for validating
the data entered. The sabtegory will share the same table as the category code.

When seto N the subcategory field will be a free form text field with no look up or validation
capabilities.

55. Maximum number of prices
Enter the maximum number of prices (from9) you wish to display when entering inventory
items using th&nter (Itemsfunction.

Hint: Only enter the number of prices which you absolutely need for your items. Entering more

prices will mean added keystrokes when entering items as you will be leaving the extra price
fields blank.

56. Price literals
Enter the descriptioyou want displayed for each price level or use the option:
[F1] Default to "Price#" where # is 9 depending on the price level.
You will be prompted to enter descriptions only for the number of item prices you told the

system you are using Maximum number of pricesfield; i.e. if you entered 3 price levels, you
will be prompted for 3 price level descriptions.

57. Force descending prices?

AnswerY if you want the system to force price level 1 to be higher than price level 2, price level
2 to behigher than price level 3, etc.

If you answeml, you can enter any price for any price level.

IMPORTANT NOTE: If you are using commissions this figltustbe set tor.
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58. Use pricemark-up codes?
AnswerY if you want to usenark-up codes.

Mark-up codes allow percentages to be set up for each price level. regaipsare then
applied to the itembs c oChdaptetitledMarkup@addesort he new
details on how they work.)

Method ?

AnswerB (Batch only) if you want to manuglrun the group price change and/or appbrk-up
code functions.

AnswerA (Automatic) if you want to have the system automatically update prices when the
replacement cost of an item is updated by posting receiving transactions and / orligeen a
changes it manually in item maintenance. This is in addition to the batch options of updating
with the group price change and the appirk-up code functions.

59. Use base cost with factors?
AnswerY if you wish to use factor codes and base costs.

Factorodes all ow factors to be assigned to an it
repl acement cost based on the itembés base cos
the factors set up for the item. (See @reptettitled Factor Codedor detals on how they

work.)

Make any changes as usual.

EGO004

DAI0003 /
00001 i

Reg [
: |0l
Grocery iten | {(
(not_used) |
(not used) |
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Automatically Assign Item Numbers
The item maintenance function now allows you to choose from up to 5 default sequential items
numbers when adding a new item.

ForeacH i el d (you dondédt need to set up all 5) ent
show up in the list), a hot key (this applies only if you are using 2 or more different auto
assigning item numbers), and then the next item number to assign (this can beuaiphia).

When adding a new item youoll now have the op
assign the next item numberl

f you have more than 1 auto assign item number, a table will display for you to select the one to
use.

From there you can press the heykou assigned in téontrol information or arrow key

down and pres$nter].

This feature works both when adding an item from scratch and when usitfgilivepy
function.

Age for inactive items

This function provides you with the ability to restrthe list of items shown in a look up table
(i.e.[F8] >>I) down to just those which afe&tive, just thosdnactive or both. This is applicable
to both the item as a whole and to the individual status records.

The rule for whether an item (or statusactive There must b&ero in the quantity oiand,
commit, ororder, and orbackorder fields. Also, the last sale date must be more thisea
specified number of days old.

If there is nodast sale daté then the item is inactive.

See Below:

Here £t the number of days an item must have had no activity for before it becomes inactive in
the Age for inactive -usgedns) field (the defaul't
You will need to proceed t8etup>> Stock codeand set up coddhat relate to the ne®tatus

field.

Inventory Control Information
Samco Power Accounting 6.50




=] 2

File Edit AR IC OE SA AP GL BR CL PA DX WI CM SF Help
POXORVRIRY O0CO  HARD (4P R | ER

(nor used)

(not used)

(o sed)
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o update |

Parent sales acct - |
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Next kit production number

If the Kits option is being used, several fields have been added to the 6th page-obtheTup
> CONTROL INFORMATION File and need to be set.

These options open up the posdiileis of theic > kit INnvENTORY Options into a simple production
Module

The first flag, (Next kit production number) will automatically default to 1 and may be changed
at any time.

The next flag, Manual allowed?), controls whether thgseris allowed to enter a manual
production number at the time of kit entry.

Keep componentinvoice history ?
Respond withy if you wish to keep componeirtvoicehistory.

Misc. costs appliedAccount
Press Enter] for multiple Accouns

Component update method

Options: [1] = no update
[2] = Qtyi used PTD/YTD
[3] = QtyT1 sold PTD/YTD
[4] =OQtyi sold, costs PTD/YTD
[5] = Qtyi sold, costs + sales PTD/YTD

Misc. kit distribution methods
Sales Distributions:

Options: [1] = Parent
[2] = Component by casatio
[3] = Component by price ratio

Expense Distributions:
Options: [1] = Parent expensi&ccount
[2] = Component expenggcount

Allow add comp to kit trx?
If Usess are allowed to add components on the fly to a kit definition (rather than cahngin
setup of the kit separately in >kiTs > ENTER) Set this field to].

Allow add item in kit trx?

If Usess are to be allowed to create the kit itself on the fly set this figld |
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No Compress |
Y |

Sold+Used |
N

Interface / Auto Post to G/L dist. method
You can postistributions to the G/L automatically with these fields

Interface to the G/IDist. method:

Options: [P]  Todistribute by compressing by period.
[D] To distribute and compress by date.
[N]  To distribute but with no compression.
[G] To compress usg the G?LAccount compression setting
[F1] To not use the aupost functionality

Post GL journal immediately:
This option allows you to not only distribute the transactions but also have them posted. Existing
journal entries are not affected by this

Enhanced Status Quantities
The status function has a total column that can be displayed on the periods screen. To determine
how this total column calculates you can enter:

Status Qty total method
[1] = sold + used or]] = Qty-sold + Qtyused + Qtyscrapi Qty-Returned.

Status gty total as default ?
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You can tell the system to display the total by default. This feature is accessed thrdbigiuse
function, selecting an item and going to the third screen. From here you can eithefFfiress [

displaythe total column or to go back to the traditional view depending on your responsive

above.

Copy items to includeUserflds
Selecting Y] ensures that when théseruses the Copy Item Function tbserdefined fields
will be copied over to the new item

Auto-create status records
The item entry function is able to create status records automatically when a new item is added.

Set the flag foAUTO-CREATE STATUS FECORDS?o [Y]. This field will default to N]
when upgraded, bu¥] during the initialsetup of a new company. This field works in
conjunction with théVarehouseecords as set up I€ > SETUP> WAREHOUSES >
ENTER.

When [Y], and multiwarehousing is turned off, then tH&JANK] (central)Warehouseecord
will be created automatically.

When [Y], and multiwarehousing is turned on, then only th¥garehouss that have their auto
create flag set to yes get status records created.

When N], then no autecreation takes place, regardless of whatMta@ehousdlags are set to.
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Go tolC > SETUP > WAREHOUSES > ENTER and set the new flag f&{tUTO-CREATE
STATUS RECORDS?o [Y] for eachWarehousédor which you wish to have status records
automatically created. The default ][ When the contrdFile flag for autacreate isN], then
the literal *** DISABLED IN CONT ROL FILE *** is displayed next to the autweate field.

Set the flag foDEFAULT FACTOR CODE. This will beNOT APPLICABLE if Warehouse
costing is turned off. IWWarehouseosting is on, then this will be used during acteateto set
up costs. This field can be IeBILANK] for none, or thef2] can be used to set the field to

[ITEM-FACTOR] so that the factor code of the main item will be used.

Set the flag foDEFAULT CURRENCY. This will beNOT APPLICABLE if multi-currency
turned off. However, if mulcurrency is turned on, this field will load into the status record.

After completing the new item recordli@ > ITEMS > ENTER, and before bringing up the
window with the status records option the confite will be cheded for whether autareation
is turned on. Ifitis, then th&arehouseecords will be checked to see if the aateate option
is on there. If both fields ar&T, then the status record will be created.

When creating the status records, all fieldsiaitialized to zero (0), except the currency code
and the factor code if those are in use. If mMAlarehouse&osting is turned on, then the default
costs are set from the item record.

F11 34 K - Cortrol mboemation |
Fie T4e AR X OF S AP 2C GA JC PO MR P CL PP P5 P TA TR SR XA PA DX W WP OM 5 lep

POXE= DL 2. "

| .

| Setup Acme Enterprises Inc.

Control information

| Control

82. UDF to show in item find 17|
83. Allow item add in trx entry

||Field number to change ? [}

\

|
| Make changes, PgUp = previ
|

UDF to show in item find

This feature allows you to includaJserdefined field (UDF) and its value in the Zoom window
for an item.

Enterthe number that ccesponds to the UDF on which to search.

Allow item add in trx entry
Y = Activate N = deactivate
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I/C Quick Entry

You will be prompted "Do you wish tchange the item defaults? N". Answeto setup and/or
change the item default settings.

Item defaults speed up the entry of inventory items irtémasfunction by allowing you to enter
default values for fields, and skip fields that you do not useen\éntering aitem, the system
will fill in fields that rarely change, lock oldsess from changing or entering a value in a field,
and skip past those fields which are not applicable tothms;reducing the amount of data
entry needed and errors made well as simplifying the data entry process.

I/C Quick Entry also provides a copy function so that you can create new inventory items using
the information from existing items.

Item defaults requires you to set up an inventory item (se€hhpterdtemsfor how to enter an
item) that will be used as a template. When setting up the item defaults, any field you flag as
eitherD (default),S (skip), orl (ignore), will draw the default value from the template item.

For example, let's say all of younventory items use the same GXtcouns for inventory,

expenses, sales, etc. Before setting the item defaults, you would first set up a template inventory
item (usually a miscellaneous item [item number begins with an *]) with your standard G/L
Accounsin theltemsfunction. Next, using the instructions outlined below, you would set the

G/L Accountfields toS (skip) or] (ignore). When adding new inventatgms,the G/L

Accountfields will be skipped over, defaulting to the values from your temfikzie

WARNING: Avoid using an inventory item that has a quantity on hand or committed as
your template item, since these quantity values will be passed as the defaults to your new
items as well.

Should you want to change the default value when addingew items, simply edit the
"template item" using the Items (Enter)function.

You will be prompted with the following:

[?] Enter item no used for default reference =

Enter the inventory item you wish to use as your "template item". When adding netorgven
items, all fields on the next four screens that are 98t &) or| will default to the value in the

field from the template item.

A screen similar to the following will appear:
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jiro Quick amtry dufantis. Cotmr PYSIE]|
™ I AR OF SA AP FC G X PO BR P CL PS TC P4 DX SR SF Mep

OB =vRuUtS OO0 MAAD 4>A LW

’&P Acme Enterprises Inc.
2. Deseription 1 N 20. Prefer unit N
3. Description 2 N 21. Average cost N
4. Deseription 3 N 22. $td cost N
5. Bar code N 23, Base cost N
6. Vendor prod # N 24, Factor [N 2. Cur [
7. Category N 26. Rplcmnt cost N
8. Trk method N 27. Qty on hand N
9, By woight N 28. Qty commit N
10. Stocking unit ol 29, Qty on ord N
11. Price unit ) 30. Qty B/O N
12. Conv factor ol 31. Qty WiO N
13, Price code D 32. Last sold on N
14. Mark code D 3. Last used on N
15. Price-1 N
16. Price-2 N
17. Price-3 N
18. Alter unit-1 {o} 34, Last updated N
19, Alter unit-2 [of 35, Last prices N

36. Last received o
Field numbsr to change 7 [}

Each field on this screen (and the three following it) can b sme of these values:

N

|wj

In

Normal.... No default value or special handling (template item value is ignored).
This setting is recommended for all quantity fields; i.e-aihand, gtycommitted
etc.

Default.... This sets the field as default sottigau only have to preg&nter] to

accept the value from the template item. When a new item is being added, each
field set toD will default to the value of your template item. You can then press
[Enter] to accept the default, or make any necessary @sang

Skip.... This is very similar to the Default flag except that the field is skipped when
an item is being added. The field may be changed, but only at the "Field number to
change?" prompt.

Ignore.... This is very similar to the Skip flag exceapat no overriding entry is
possible for this field.

Note that the following field is treated slightly differently for setting Item Defaults:

1. Item numberCan only be set to tyde or D.

After you have completed setting the item defaults for thedaeen, pred&nter] at "Field
number to change?" Enter defaults for the following 3 screens the same way as the first:

Inventory
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’ﬁv Acme Enterprises Inc.
75. Sales PTD [N 85. Qty retn PTD N
76. Sales YTD ] 86, Qty rotn YTD N
77. Costs PTD 5] 87. Qty used PTD N
78. Costs YTD [N 88. Qty used YTD N
89. Qty scrap PTD N
79. Retumns PTD [N 90. Quy serap YTD p
80, Returns YTD N
81. Costs PTD 5]
82, Costs YTD [N
91, Currency N
83, Qty sold PTD I
84. Qty sold YTD [N 92. Prior prd gty N
Field number to change 7 m

Make any changes as usual. BetupMenuis then displayed.

Changing Valuation Methods

If you need to change your iemtory valuation method, see the appendix ti@banging
Inventory Valuation or Warehousing Methods

Restoring a Lost or Corrupted I/C Control File

In the event that the I/C ContrBlle is accidentally deleted or lost due to some other reason and
canrot be restored from a previous backup, it must be recreated before continuing with any other
I/C functions.

First, refer to the appendix titldditializing Data Files and select the I/C ContrBlle as the
File to be initialized (skip all others). TheselectControl informationfrom the I/CMenu Enter
the desired options.

When recreating a lost I/C Contieile, it is essential to enter the inventory valuation and
warehousing methods exactly as they were before the I/C Céilgovas lost. To d otherwise

is the same as changing inventory valuation methods, without following the proper guidelines.
(These guidelines are covered in the appendix t@leanging Inventory Valuation or
Warehousing MethodsAfter recreating the 1/C Contrélile, runthe Data integrityCheck

selection to reset the integrity values.
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Building business and technology relationships.

ChapiWarr eh® use

(If you are not using mukivarehousing, skip thi€hapterentirely, as th&Varehousgselection
will not be available.)

If you selected miti-warehousing, use this selection to designate Vihdehouss. When
using I/C, you can make entries only ¥Warehousg which are defined here.

To Begin

From the I/CMenu, presqF2] to go to the second screen, and sesttip From theSetup
Meny, selectWarehouse From theWarehouseMenu selectEnter.

EnteringWarehousg
This is the screen you see:

Inventory Warehouses
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