INVENTORY

Manage stock (F5 Inventory Module)

Introduction

POSperfect’s inventory functions bring goods in and out of your inventory, move goods around

within it, alter and update item prices and run Stocktakes.

Order, Receive, Transfer and Stocktake documents can be viewed by type, by date, or by

completion status and their contents previewed before editing.

The procedures in this chapter begin from the Inventory Movement window. To get to the

Inventory Movement window, start the Inventory (F5) module from the Command Centre

screen, and log in with your Operator Number and password.

A POS Inventory
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INVENTORY

Ordering Goods
PROCEDURE: 1.
2.
If it is a new Vendor the
name needs to be setup in the “*
Maintenance module
beforehand.
4.

Double-click Order/Receive - From Vendor (or From Warehouse if

applicable). in the menu pane.
Click F4 Create.
Select the Vendor from the list'.

Input Due and Cancel dates (and Invoice reference and sequence numbers if

required.)

 pos Inventory - [Order from VYendor Header]
Help +%

Order from Vendor Header Screen

Document Nunber: 1-21206 NZ§ Status: New
Source |4CE  ACE Merchandisers =]
Due Date 144052011 EJ Creation Date: 29/04/2011

Freight Terms:

Cancel Date |29/05/2011 @J Last Update:  2%/04/2011 Ship Addvess
97 Great South Rd,

Inv Ref 1 Greenlane,
Auckland

Inv Ref 2

Seq No. I” Display Tax

Comnent Eill Address

Order from Yendor by JERRY| PO Box 26-200,

Epsom
Auckland

29/04/2011 13:45:05

LM

2 ines refer to products

5.
supplied by that vendor.
3When inputting items, press 6
or click F3 to choose an )
existing Sku/Plu form this
Vendor.
4 Default cost for each item is 7.
automatically loaded..
5 If the item has a size/colour 8
chart this will automatically )
appear.
® press F10 Sales Info for 0.
Sales history
! Incorrect Entries have tobe 1.
‘Cancelled’ thru F7 Batch
8 The system now shows the 17 .

lines as being “On Order”

Click F3 Lines?.

Input the item code for the item you want to order”.

Input the quantity to order and amend the unit cost if necessary** °.

Press Enter and repeat steps 5 and 6 for the rest of the items you want to

order.

Click F2 Save'.
Click F5 Release to release the order to the system®.

Select from the Print Options and Click F2 Finish.

12. Click F9 Exit to return to POS Inventory screen.

This process can be automated by using ‘Suggested Order Report’ — selecting Vendor and checking

box ‘Create Order from Vendor Document for this Report’
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INVENTORY

Receiving Ordered Goods
PROCEDURE: 1. Double-click Order/Receive - From Vendor (or From Warehouse) in the
menu pane.

2. Inthe document list, click the order document for the stock received.

& pPos Inventory - [Order from ¥Yendor]

List Help &

Order from Vendor Listing (New/Open)

Vendor

=]

| Store | Doc No. | Status ation | Source | LastUpdate | Due Date | InvRefl | InvRefl i
| ! : 011 011 [

1 21182 New | 15/04/2011 | | 15/04/2011  15/05/2011 |

1 21109 Open | 06/04/2011 06/04/2011 | 06/05/2011

1 21108 Open | 06/04/2011 06/04/2011 | 06/05/2011

1 21107 Open | 06/04/2011 | | 06/04/2011  06/05/2011 |

1 21106 Open | 06/04/2011 | | 06/04/2011  06/05/2011 |

1 21101 Open | 06/04/2011 | CAINA | 06/04/2011 = 06/05/2011 |

1 21098 Open | 06/04/2011 PH&F 06/04/2011 | 06/05/2011 v

Lme |SKII Description I Quantityl TUmat C'ost Posted| Balance

LM 29/04/2011 13:47:13

3. Click F3 Open Lines.

If the item has a size/colour 4
chart this will automatically
appear.

To receive only part of a 5
document, click the text box

in the Receive column and

Input the received

Select line required that matches received goods.

quantities.(see following page double click the Unit Cost box and input new cost.

note)

Click F7 Batch > Complete Current Line (or Complete All lines if delivery
is 100%as ordered). The ordered quantities will be copied into the Receive
column. If unit cost of new shipment is not the same as system cost then

6. Press Enter button to accept new cost. Click back on the line (or a box on the
line) then click on the Change Prices button.

POSperfect Back Office Manual v5.07
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INVENTORY

With rounding there will be
subtle changes to G.P.%

%f Line Discount is activated 8
click the Unit cost column and ™~
press the Enter button to input

detail

2 If you are running a Sku/Plu
system then scroll down on the

'Change Prices’ window to
alter the Plu prices

Document MNuy oW
Ling QSKU [—Vender and Cost Retaﬂl angPI
1 01503 4EVE Vendar Cost]';' Last Costi Average Cnsti': a5 17.60 350
—Price and Duantity- r
Price  Mew Price Aty  Mkdown DOid GPF Mew GP Mew Avg GP
Price Level 1 |17 0 o i~ 34.99%
Price Level 2 |0 00 0.00 0 I
Price Level 3 |10.54 16.54 il I 30.64%
Price Level 4 1402 14.08 o I~ 18.73%
Price Level 5 |15 42 15.43 ol ird 26.12%
Price Level 6 |0 00 0.00 0 '3
PLUs to Change
PLU PLU Description
9421011820055 0 4EF FRUIT CAKE 900G = e
= 0.00 (Order)
201803 () 4ER 0 1 e | 12000
WMay Jun § |l | et 0.00
| 3.00
[ moK | 3 b | o
- = =ty 0.00 |
| M | 2gj04r2001 1410007

7. Click F2 OK to accept the new changes or make manual adjustment then

click F2 OK.! 2
Click F2 OK.

9. Click F4 Post in Vendor Header Screen and respond to the Creditors Invoice

window as appropriate. Please enter detail of Invoice number, posting date,

discount allowed, etc.
10. Click F2 OK
11. Print reports and Barcodes as required.
12. Click F2 Finish.

13. Click F9 Exit to return to the POS Inventory screen.

Note: When vendor has short supplied but billed for full supply (along with credit

note) then you must POST the full amount and create a ‘Return to Vendor’

document for the shortfall. Creditors and Multi-Store modules rely on this

information to balance Inventory and Payments.

POSperfect Back Office Manual v5.07 4
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INVENTORY

Receiving Unordered Goods
PROCEDURE: 1. Double-click Order/Receive From Vendor (or From Warehouse on the
menu pane.
2. Click F4 Create.
3. Select the Source Vendor for the goods.
4. Set due date for date received and invoice and sequence numbers if
required.
5. Click F3 Lines.

When inputting SKUSs, click
F3 to find a SKU.

The default cost for each item
automatically loads.

1f the item has a size/colour
chart this will automatically
appear. Refer

to previous page re pricing
updating.

P pos Inventory - [Document Lines]

¥ersion 3.11.02 E]l

Lines Sort  Help \@

Order from Vendor Document Line Screen

Docunent Nunber: 1-117 Sowce : FOOD - Food Distuabutors Ltd Statns: New

Line |SKU ‘Descriptiun ‘ Order | Receive | Cancel‘ Pusted| Uit Custj Uit Retajl] angPJ
1892173 TUF Lemonade 12:355ml ] i 0 1] 750 11.50 266
2 0750001 Coffee Nescafe 500gm 10 10 0 1] 15.00 19.95 154
3 |WHEAT Whelegrain 4 1 0 D 1530 250 205
4 (287510 Vratties Baked Beans 250gm 6 6 1] 0 0.85 155] 310
5 (200115 Turkish Figs 12 1z 0 0212 350 319
6 209572 Hemz Spaghetti 500gm 4 24 0 0 2.00 295 237
7 )6 Diet Pepsi 12x355ml 6 6 0 0 1000 1295 131
3 i Coke Cans 12x355ml f 6 0 0 7.0 1195 285

Total: 74 74 0 44054 (Order)
BZ7346 (23875481 Coke Cans 12x355ml 24 Months Sales history (Unit sold) |2nHand 225
: i | on Creler 000
A M J Jul A s Oct N D J Feh M
pr ‘ ay | un I u | ug I ep | | ov I ac | an | 2 ] ar J e o
2200 1150 1200 1075 Gogy o
Pack Gty 1.00

7.

10.

11.
12.
13.

Input the item code for the stock you have received.

Input the quantity received into the “Order” and the “Receive” fields and
check Unit Cost (Change if necessary)".

Repeat steps 5 through 7 for the rest of the items you have received.

Click F2 OK.

Click F4 Post and respond to the Creditors Invoice window. Please enter
detail of Invoice number, posting date, discount allowed, etc.

Print reports and barcodes as required.
Click F2 Finish.

Click F9 Exit to Return to the Inventory Screen

POSperfect Back Office Manual v5.07 5 11/09/2012



INVENTORY

Transfer Stock to other Stores

Procedure: 1. Select Transfer — To other Store from the menu pane

2. Click F4 Create.

! This can be any five digit 3. Select Destination of Transfer’.
location code if your store is

not part of a multi-store

setup

4. Input Due, Cancellation, Reference and Sequence numbers if applicable.

5. Click F3 Lines.

6. Input code of item to be transferred.

%f the item h ize/col . .
© flem has & sizefcolour . Input quantity of selected item?.

chart this will automatically

appear.
8. Adjust Unit Cost if required.
9. Click F2 Save.

10. Click F4 Post to transfer items out immediately or F5 Release to release the

document only.
11. Select Print options then click F2 Finish.

12. Click F9 Exit to return to the Inventory screen.

POSperfect Back Office Manual v5.07 6 11/09/2012



INVENTORY

Transfer Stock From Another Store

Procedure: 1. Select Transfer — From other Store from the menu pane.

2. Highlight document from listing.

3. Click F3 Open Lines

! POS Inventory - [Transfer from Store]

List  Help n&
Transfer from Store Listing (New/Open)
Store ] l]
Store | Doc No. | Status Creation Sowrce | Last Update | Due Date Inv Ref 1 Inv Ref 2
3130 61 11 Z 6/04{2011
2 | 13028 | Open | 3/04/2011 | 2 | 30472011 | 3052011
4 5120 Open | 18/03/2011 4 18/03/2011 | 18/04/2011
Line |SEU Description | Qua.utitvi Tt Cust] FPosted| Balance
2033 |SOTA BEANS, M7 GEFREE OR( 20 £5.95 13 2
|. NUM | 23f04/2011 14:03:45 |

4. Input the Quantity received.

5. Click F2 Save

6. Click F4 Post

7. Select Print Options and click F2 Finish

8. Click F9 Exit to return to Inventory screen.

POSperfect Back Office Manual v5.07 7 11/09/2012



INVENTORY

Retuming Goods

PROCEDURE:

When entering SKUs, press
F3 to find a SKU.

The default item cost is
recorded automatically.

If the item has a size/colour
chart this will automatically
appear.

The returned quantities are
posted to the inventory and

On Hand quantities updated.

A copy of the

return document will be
printed.

POSperfect Back Office Manual v5.07 8

1. Double-click Return - To Vendor (or To Warehouse) on the menu pane.

2. Click F4 Create.
3. Select the Destination Vendor for the receiver of the goods.
4. Click F3 Lines.

5. Input the item code for the item you are returning

o

Input the quantity returned into the “Return” and “Now” fields.

@ pos Inventory - [Document Lines]
Lines Sort  Help \&‘

Return to Vendor Document Line Screen

| Docwnent Nunber:  1-21207 Destimation : BUSH - BUSHELS Status: New
Litig lSKU ]Description I Retuml Nowl Ca.ncell Postedl Unit CostlUnit Retaﬂl angPi
1109072 BL DETOX-IMMUNE 50ml 3 3 0 oL dsmni a0 383
Total: 3 3 0 45.00 (Rehnn)

LM | 29/04/2011 14:23:07

7. Repeat steps 5 and 6 for the rest of the items you are returning.

8. Click F2 Save.

9. Click F4 Post.

10. Select Report options then Click F2 Finish.

11. Click F9 Exit to return to the Inventory screen.

11/09/2012



INVENTORY

Creating Count sheets for a Stocktake

PROCEDURE:

To change the grouping of
products on the count sheets,
click the Options tab, and
select a Group By option

using the radio buttons

To create count sheets with
multiple stock locations, click
the Options tab and click a
Locations check box, then
Input the location name.

Click the selector buttons to

choose groups from a list.

1.

2.

3.

Double-click Stocktake/ Count Sheets on the Quick Start..

On the Range tab input the first department to include in the Department

From text box.

Input the last department to include in the Department To text box.

Count Sheet Criteria

Hangel SKU List Options l
Group Level
™ Department
" Classz
" Wendor

(* Mone

v ?\@Fn_u_erate Stocktake Document
[ Genenge PLU Stocktake Docurment

Locations 1 W
2w
3
L
5
SotBy @ sk

Show options

B M B

Show [temn Retail Price

Show OnHand
Show Barcode

Show Yendor stock Code
Show stock code and vendor stock code

Show Zero onHand SkU slas at cunent date)
Expand Desc when zelect less locations

hop
o

i

tare

" Description

et Ophionz.
Save Optionz.

Bt

4.

In later versions sku code and 5

description will be bold where

they have size/colour or plu.

If stock is barcoded and those
are used as plus then generate
plu stocktake document

7.

Repeat steps 2 & 3 for the Clas

all of a group, leave the From and TO

Click the Options tab.

Vendor, and SKU text boxes. To include

Select options required. Note: Checking the Generate Stocktake

Document box will generate a printable count sheet/s complete

with Sku numbers as well as creating the stocktake document.

Click Start to generate the document.

Note: For staff who are not familiar with Sku numbers it is helpful to have the

Retail Price alongside the item description.

POSperfect Back Office Manual v5.07 9
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INVENTORY

Stocktake Maintenance (Full Stocktake or rolling count)

PROCEDURE:

! If a stocktake count sheet
has not been created then
there refer to previous page
on creating this document.

To set count time to end of
day click another date.

2 If you answer ‘Yes' to the
pop-up “Is this a Full Stock-
Take?” and you have not
Zeroed Uncounted items the
system will prompt you to go
back.

POSperfect Back Office Manual v5.07

1. Double-click Stocktake- Maintenance on the menu pane.

2. Double-Click the Stocktake document created from the count sheet production®.

3. Click on F7 Count Date.

4. Answer ‘Yes' to pop-up window and select date and time-of-day of the count.

5. Click F3 Lines.

= POS Inventory - [Stocktake Lines]
Lines Sort Help @

Stocktake Document Line Screen

Document Number: 1-21213 Status: New
Line |SKU |Descr1pti0n | Count |On Hand|Variance| Uit Cost| Clost Var| Fetail Var| -
1 100002 4EF CHOC RAISIN CAKE430¢ 1 0 0 520 0.00 0.00
2 100041 EC WHOLEFOOD HANDEOO 1] g 3 390 -31.20 -53.69
3 100051 DR ATKIMS NEW DIET CK Bl 0 1 1 16.24 -16.24 -27.45
4 100069 THE PERMACULTURE HOME 1] 1] 0 29,25 0.00 0.00
5100125 AMAZING GRAINZ 1] 1] 0 2727 0.00 0.00
6 100220 FITHNERS LIFE MAGAZINE 1] g 3 535 -42.30 -66.78
7100332 CODKING WITHOUT B COUS 0 1 1 20.14 -20.14 -30.27
& 100333 VEG CEING WITHOUT B COT 0 4 -4 20.14 -80.56 -120.39
9 100424 AUST ORG BABY & TOD CK! 1] 1] 0 2215 0.00 0.00
10 100434 THE YOGA OF HERER 1] 1 1 24 68 -24.69 -3271
11 1100450 AYURVEDIC CODKING 4 3EI 0 1 1 20.00 -20.00 -42.67
12 100498 SECRETS OF AYURVEDIC M. 1] 1] 0 22.00 0.00 0.00
13 /100503 FROM NAKED APE.. 1] 1] 0 3247 0.00 0.00
14 1100559 ADBUSTERS MAGAZINE 1] 1 1 597 -5.97 -22.18
15 1100603 HIDDEN SECRETS OF SUFPER 0 2 2 3702 -74.04 -111.20 2

UM 29/04/2011 15:31:10

6. Input the count for each item that has been counted.
7. Alter ‘Unit Cost’ if necessary by clicking in cell and overwriting with new cost.

8. Press Enter to accept the new cost for the item.

9. Repeat steps 6 through 8 for the rest of the items counted.

10. When finished click on ‘Lines’ on the menubar and click ‘Zero Uncounted Lines’
11. Click the ‘All’ field unless otherwise necessary. Click F2 OK

12. Click F2 Save.

13. Click F4 Post and respond to the pop-up question®.

14. Select Print options then Click F2 Finish then F9 Exit.

Note: Database size and Computer speed will determine processing time.

10 11/09/2012
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Stocktake Maintenance (Selected Lines)

PROCEDURE: 1. Double-click Stocktake- Maintenance on the menu pane.

Click F4 Create™.

n

3. Select store number and Stock Count date.

4. Click F3 Lines.

1 If a stocktake count sheet

 pos Inventory - [Stocktake Lines]
has already been created then [ ynes sort Hep w8

there is no need to create Stocktake Document Line Screen

another. Click on FZOpen | Document Numnber: 1-21214 Status: New

i 72 Liriess 0 ey 2t Line iSKU JDescnpttnn | CnuntiOn HandjVaﬂance | Unit Cnst] Cost Varl Retail Vari
input counts. 1110914 'QUANTUM HEALING' DEEP. | -7/ 7 2469 17283 15947
2111907 | YAN BLKCURRANT JUICE 9] 1 4 3 430 -1290 -19.26
3104417 'L/LFE ORGANIC GINGER TE£ 1 0 A 6.95 9.57
4102031 SHEAL SWED BITTER CRM ! 5 3 C sl 11.40 19.56

LM 29/04/2011 15:39:34

When entering SKUs click F3

b =i 5. Input the item code for the item that has been counted®®.
2Any one unit cannot be .
Cou’r"ted more thanoncein 0+ INput the quantity counted and press Enter.

any one day.

%t the item has a size/colour 7
chart this will automatically )
appear. Individual size or

colour can be counted (from

ve.r 4.02 onward)

Press Enter to accept the default cost for the item.

8. Repeat steps 5 through 7 for the rest of the items counted.

“ The stocktake quantiti€s® 9. Click F2 Save.
posted to thénventory

and the On Hand quantities 1y - cjick F4 Post and respond to the pop-up question”.

will be updated. A copy of
the stocktake document will

11. Select Print options then Click F2 Finish then F9 Exit.
be printed.

NOTE: With a large inventory this may take some time, especially if the

Master Terminal is also receiving Sales information from the other terminals

at the same time.

POSperfect Back Office Manual v5.07 11 11/09/2012
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Stocktaking with a Portable Data Terminal (PDT)

PROCEDURE: 1. Download the stocktake data from the PDT".

*Ensure the PDT Interface

n

Start the Inventory module.
feature is checked, and the

appropriate PDT Type is
chosen in the POS Setup

module before beginning.

3. Click Maintenance in the Stocktake folder on the menu pane.
4. Click F4 Create.
5. Click F3 Lines.

6. From the Lines menu on the menu bar, select the Load PDT option.

For help with uploading and 7. Click F2 Import
downloading files to the PDT,

consult the PDT
documentation.

8. Click F9 Exit when the PDT data has been uploaded.
9. Click F2 Save then F4 Post

10. Select Print options then click F2 Finish then F9 EXxit to return to Inventory

screen.

POSperfect Back Office Manual v5.07 12 11/09/2012



INVENTORY

PDT Import

Importing PDT data into Document

PDT Type Information
et Symibol PDT 3100
% Ewroject\ Deftazmiscidovwnload . sdf

PDT Import Progress
Click "Ilmport !!” to Import POT Data

Current PDT Kem :

PDT Impport Errors

Inpport 22 | wf’ Exit

11. Click F9 Close.

12. Click Post.

The stocktake quantities will 13. Click Finish.
be posted to the inventory and

the On Hand quantities will

be updated. A copy of the

stocktake document will be

printed.

14. Click F9 Close.
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