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                                            2 Inventory Management Table Of Contents Add Inventory Items In Tablet... 3 Transaction Flow for Adding Inventory in tablet... 3 Creating An Inventory Item... 3 Receiving An Inventory Item... 4 Print Barcode Labels... 7 Add Inventory Items In Management System Overview Master Item Import Overview Creating Packages Overview Modify Inventory Items Delete Inventory Items Merchandise Receiving Overview Creating a Merchandise Receiving Alert Management Setting Up  Alert For Inventory Thresholds Inventory Reporting Inventory Balance Inventory Balance Details Item Lookup Overview Item Lookup Details Inventory Adjustment Overview Inventory Adjustment Details Bestseller List Overview Bestseller List Details Receiving Journal Overview Receiving Journal Details Exporting Reports INVENTORY MANAGEMENT 1
                                            

                                            3 INVENTORY MANAGEMENT 2
                                            

                                            4 Add Inventory Items In Tablet Transaction Flow for Adding Inventory in tablet 1) Create the item in the tablet and save Creating An Inventory Item Click the Item Button on the home screen All previously added inventory items will appear in this screen. To add a new item, click the + button in the upper right corner of the screen. Add all information for the item you are adding. You can use the barcode scanner to scan the barcode for the Item ID. The Item UPC will auto populate with the Item ID once entered. The following fields are required: Item ID, UPC, Item Name, Vendor (can be set to UNASSIGNED). Be sure to indicate if the item is a service item or a store item. INVENTORY MANAGEMENT 3
                                            

                                            5 When done, click the Check Mark in the upper right hand corner of the screen. Note: If you attempt to add an item in inventory, but the item already exists, you ll see a 101: Database Error. Receiving An Inventory Item From the home screen, click the TechStorm Cloud in the upper left hand corner of the page. Scroll down and choose Other Settings. INVENTORY MANAGEMENT 4
                                            

                                                                                                

6 In the Inventory section, Click Merchandise Receiving. Select the vendor for the item you just created and click add item. INVENTORY MANAGEMENT 5
                                            

                                                                                                

7 After selecting the vendor and clicking add item, scan the barcode with the cursor is on the UPC field. Enter the quantity received and press the check mark to receive the inventory item. Note: If you scan the barcode of an item to receive into your inventory, the item you scan will actually be added to your inventory. After clicking the check mark, a message will appear on the screen indicating the inventory was received successfully and a receipt will print indicating the quantity and cost of the items received. Note: If you receive an error message, check the inventory amount. Your inventory may have updated. INVENTORY MANAGEMENT 6
                                            

                                            8 Print Barcode Labels To print barcode labels, you ll need to log in to the online management system. Once logged in, click Transactions -> Inventory -> Warehouse -> Generate Bar Code Labels. Choose sheet paper if using Avery labels, and check box the items that you want to appear on the labels. Choose the label size and either scan or enter the UPC of the items you want to print labels for. INVENTORY MANAGEMENT 7
                                            

                                            9 To search for an item, click the.. (double dots) Enter the item ID as you begin to type, the item will display. Once found, click search. INVENTORY MANAGEMENT 8
                                            

                                                                                                

10 Select the item by checking the box next to it and clicking Set selected value. The item will be added For multiple items, follow the same process. Type the number of labels you want to print for each item and press Generate Barcode Label. Insert the Avery labels in your printer per manufacturer instructions, and press the print icon to print the labels. INVENTORY MANAGEMENT 9
                                            

                                                                                                

11 Add Inventory Items In Management System Overview This screen is where items are setup and all the relationships between items, classifications, attributes set. All price and item management is performed through this screen. This is also where items can be modified. When creating an item ID and UPC do not use special characters. I.E putting a space in the UPC will prevent barcodes from printing or creating an item with a dash after "AG" such as AG-100, will cause size brick creation to fail. Fields noted by an asterisk are mandatory. If Department, category, subcategory, or vendor is left blank - default will be used. Inventory Item Details Some businesses operate using Item ID and will want to input an item number, some operate primarily on UPC numbers, and will want to use the same number for UPC and Item ID. Others may elect to have the Management System Auto Generate the Item ID, which can be done by clicking the auto generate box. If you try to create an item with an existing item id, an error message will be generated. It is not advisable to use duplicate item id numbers, or duplicate UPC's, as it affects the ability for these items to appear on various reports or functions. Navigate to: Management -> Inventory Class -> Master Item We recommend using a unique item ID# and UPC for each item. INVENTORY MANAGEMENT 10
                                            

                                            12 A UPC number is typically 12 digits, but the system allows for "SKU's" or nonstandard UPC's to be entered in the UPC field (12 digits are no longer required - but 12 digits are recommended, so that the number corresponds to the UPC used by the vendors and it allows for items to be integrated into TShop). When editing an item, the item ID can t be modified. Other entries such as UPC, name, cost, sales price, etc. can be modified from this UI (user interface). Department, category, sub category can be changed by selecting a different one from the drop down selection. If you want a new department, category, or sub category, it must first be created, then it'll be available in the drop down and can be selected. After item creation, the "Other" option and "Add" are not in use. Store Item is a selection for products that are sold out of your inventory. Service is a selection for non inventory items, such as repairs or alternations (i.e., no physical sale of a goods). Package (created in name here and populated with store/service items in the Create Package UI, also when the package item is created in this screen it will automatically go inactive until you link items to in the Create Package UI), or store (your regular items). Each item must have its own Name. This will show up in all reports where the Item/UPC name is displayed, as well as on all POS receipts. This is also a field that Management System users can search for at the POS, and Item Name is a mandatory field. The Status field should be selected from the drop down menu, and the options in this drop down are active and inactive. If the Status is changed to Inactive, the Item will be removed from the POS, and will not appear in any Inventory reports. This will create an out of balance situation on the reports by any inventory on hand for inactive items. Once an item status is changed to inactive, it cannot be undone. Changing it to active will make the items reappear on reports. Note: If you are searching for an inactive item, be sure to set the status to inactive in the search screen. Classifications should be chosen from the Department, Category, and Sub-Category menus, which are all mandatory fields. If the desired selection is not available in a drop down, a new option can be created by selecting "Other", and entering the Name in the box next to the appropriate classification. Attributes can be selected from the Style, Color, Size, Brand, and Season drop down menus. These can also be added on this screen, by selecting "Other" from the drop down option, and entering the name in the box next to the attribute. Brand can be selected from a drop down menu. Brands can also be added on this screen, in the event that a desired brand isn t selectable. You can do so by selecting "Other" from the Brand drop down option, and entering the desired name in the box next to the brand. This is an attribute that can be selected and created by the merchant to define brands for the store. Season can also be selected from a drop down menu. If a desired season isn t available, you can add it to the Season drop down box. To do so, select "Other" from the Season drop down option, and enter the name in the box next to the season. This is an attribute that can be selected and created by the merchant to define seasons for the store. You also have the ability to apply a Discount Code. This will add the discount to all POS sales transactions of this item between the start date and end date. If the venue/store has a pricebook, that discount will supersede the one created on the item. When a Discount code is expired, the discount code is not displayed in the drop down selection. Only current discounts appear. INVENTORY MANAGEMENT 11
                                            

                                            13 You can select a Tax Code from the appropriate drop down menu. This will be the tax that will be applied to all sales on the item. If a tax code is not selected (left at Null), no tax code will be applied on transactions that include this item. If the Selling Price that is displayed includes tax, then select the Tax Inclusive check box. Sales on the item will be displayed at the POS less the appropriate tax. This is usually used when the objective is to keep the price, including tax, at a round number, typically to eliminate the need for change. Note that if the sale on a tax inclusive item is tax exempt, the item price will be the same as the tax inclusive price to the customer (Example $40 item that's tax inclusive at 10% tax, Price is $36.36 plus $3.64 tax, $40. $40 item that is tax inclusive and tax exempt. Price is $40 (no tax)). The Cost Price for the item is automatically adjusted when merchandise are received, and a new price is indicated. It uses a weighted approach to adjust the cost price. The Selling Price is a mandatory field, and must be entered. You can select the Vendor/Supplier from the appropriate drop down menu. If the vendor does not exist, a vendor record can be created, or field can be left blank and the vendor will be assigned to "Unassigned" vendor. The Serialization option includes three choices: No Serialization, Always Serialization, or Sometimes Serialization. This is used for merchandise where you want to record the serial number of the item. The Opening Quantity of this item is the number of the item that you have on hand. The value entered into this field will be entered into the warehouse. The Royalty Level field is not in use at this time. The Extended Description field is for entering in additional information for an item to be used in the TShop search, and also can be printed on bar code labels to enhance the description. Access to this function at an enterprise level is limited by default to the System Administrator and Financial users only. Accounting, store managers, and warehouse general managers may modify settings at Venues or Stores assigned to them. INVENTORY MANAGEMENT 12
                                            

                                            14 Master Item Import Overview Importing Master Items into the database is a Power User function, and it uses the same mandatory fields as the user interface to upload items directly into the MANAGEMENT SYSTEM database. Please note that the format in which data is entered (into the spreadsheet and imported into the management system) will precisely how it correlates to the MANAGEMENT SYSTEM and POS. So, if a UPC has a space before the numbers, it will upload with that space, and will not be readable from a barcode. If you are not comfortable with creating an import item in the management system, you can enter items through the Creating an Item option on the tablet. Retrieving Data for ID's Prior to import, all mandatory items must first be created, or the import will fail. The ID's are located on the MANAGEMENT SYSTEM under Reports -> Listings -> Inventory ID. The user will then select from the Type drop down list on the left hand side and then choose the category you want to pull from. Then select Generate and your information will be listed below. You will need ID's for Tax. Once created, you can download the document into a CSV file, and import it into other programs (like Excel) to manage. INVENTORY MANAGEMENT 13
                                            

                                                                                                

15 Tips for a Successful Import Attributes and Vendors After you have selected your tax ID, you can enter your department, categories, sub-categories, style, vendor, etc. For the existing departments, cat, sub-cat, and other attributes, you must enter the name that you have saved in your data base. If any change or misspelled you will have added a new departments, cat, sub-cat, and other attributes. This can help if a new attribute/department is introduced to the merchant Entering through the MANAGEMENT SYSTEM: Vendors, Departments, Categories, Sub-Categories, Size, Color, and Style Creating Sizes Imports: Vendors, Departments, Categories, Sub-Categories, Size, Color, and Style To Download a Sample CSV User can navigate to the Utilities -> Advanced User Imports. INVENTORY MANAGEMENT 14
                                            

                                            16 Select the item management tab which will bring up the dialogue box in which you can Download Sample CSV or Save to finish the import. Entering Data Once the sample is opened in Excel or another spreadsheet reader, you should see an example item entered in the fields. This can be used as a reference as to what is needed in the fields. Be aware that no changes should be made to the column headers, as they are formatted to the database, and are needed for a successful import. If numbers have leading zeros, there are two options to retain that data, so Excel doesn't auto-format or place it in to scientific notation. One is to set the entire sheet to read as text: INVENTORY MANAGEMENT 15
                                            

                                                                                                
                                                    

17 The other option will be to set the field to the amount of digits needed: Tip: When opening a CSV in Excel or a spread sheet reader, to retain leading zeros the user must right click on the CSV file, and open in note pad and save or edit in note pad. On Successful import of the master item are saved in the item table in the database, and the QOH updates to the corresponding Store/Warehouse INVENTORY MANAGEMENT 16
                                            

                                            18 Creating Packages Overview Multiple quantities of an item or multiple items can be combined together to form a package. Depending on how the packaging handling rules have been established, whenever a sku that is a package type or the items that make up a package are rang up in a sale, they are combined into a package. Packaged Item Details To go to the Packaged Item page, click on Management -> Inventory Classification -> Packaged Item. Prior to assigning the UPC's and quantities that make up a package, the package contents and the package item itself must be created. (Note: If there are no items in inventory, you must first create items using the create Master Item Screen. This is done by creating a new item UPC, and for the Item Type, select "Package", fill out any mandatory fields, then save the item.) Now, from the Packaged Items screen, select the Package Item UPC from the drop down menu. Enter the Item ID, Item Name, or UPC number. From here, ensure that the check box next to your item is selected, then choose Set selected value to Key. You can repeat this process if multiple items need to be included in a package. Input the Quantity of the Item(s) that will be included in the package. Click on Save to create the package. Please Note: There have to be at least two different (i.e. distinct) products in the package. Access to this function at an enterprise level is limited by default to the System Administrator and Financial users only. Accounting and warehouse general managers may handle package settings at Venues or Store assigned to them. INVENTORY MANAGEMENT 17
                                            

                                            19 Modify Inventory Items To modify an item from inventory, click Management -> Inventory Classification -> Master Item. Enter the Item ID, UPC or Item Name, then click search. (Note: You can just press the search button without entering any search criteria, and this will bring up all items in your inventory) Once the item in question is listed, click the check mark next to the item, and then click Show at the bottom of your screen. To modify the inventory item, update the field you would like to change, and press save. INVENTORY MANAGEMENT 18
                                            

                                            20 Delete Inventory Items To remove an item from inventory, you must make the item inactive. Head to Management -> Inventory Classification - > Master Item to begin this process. Enter the Item ID, UPC or Item Name, then click search. (Note: You can just press the search button without entering any search criteria, and this will bring up all items in your inventory). To remove the item from inventory, change the status to inactive and press save. To place the item back into inventory, click active and save. INVENTORY MANAGEMENT 19
                                            

                                                                                                

21 Merchandise Receiving Overview You have created your items, and now need to make this your inventory (you need to add quantity to the items). This can be done a number of ways, including through the receiving function on the tablet. Receiving is done by vendor - you cannot receive items from multiple vendors in the same receiving. Merchandise receiving provides merchants the ability to create inventory quantity. This could be a continuation of inventory for items already found in the system, or new opening balances. This is the process that tells the MANAGEMENT SYSTEM that the items entered are found in the inventory system for a specific location. Without receiving the items into the system, a store s inventory system would appear to have no available quantities to sell or track. Upon receiving into the system, items and quantity can be found in the locations that have been selected from the drop downs in the UI. Merchants can use the Merchandise Receiving function to perform several tasks such as recording quantity of items received, and receiving merchandise directly from a Purchase Order. In practice, merchants can be received and associated to a store or warehouse in a timely fashion. Creating a Merchandise Receiving Receiving merchandise is created by selecting where the inventory is going, and which vendor (distributor) that merchandise came from. All created locations and vendors will be listed in the drop down boxes. If the store you are looking for isn't present, then warehouse is selected by default. By un-checking warehouse, the store options will be available in the drop downs. Enter Remarks as needed (not a required field). INVENTORY MANAGEMENT 20
22 After the destination is chosen, you can either hand enter the UPC (the user can start to enter the UPC and it will display the items), or use the look-up item feature (press the box with the 2 dots in it) to place items into the receiving. When using the look-up feature, you can select an entire block of items from the same vendor or individual ones. All items selected will be placed into the fields so quantity can be associated with the items. The Fields: Item UPC, modified UPC (if applicable) and description, cost, quantity, and freight of the items received, and the bin location of where to receive the items can all be accessed and entered. All fields that are followed by an * are a mandatory field. Cost: When entering a new cost into this field, the system weighs the cost with the cost associated with previously received merchandise, and will update the master item table. Example: You received 5 items with a cost of $1. Then you receive 10 more at a cost of $2. The system adds cost of both shipments ($5 + $20), and then divides it by the total number of items 15 so $25/15=$1.67. The system would use $1.67 as the cost of that item into the master item. If you try to process the same UPC twice in the same receiving transaction, the transaction will fail and an error message will be displayed. You will need to consolidate the duplicate UPC's into one entry and try again. This will also apply when a UPC is present in two packages in the same receiving, or when a UPC is received as a package and individually in the same transaction. A new bin can be created from this screen by clicking on the icon to the right of the bin with the 2 dots in it. This will take the user to a new screen to create a bin. Bins are used to assign a space in a warehouse or store in which this item will be found. So depending on how your warehouse or store is organized, you could assign bins to shelves or floor space. Negative quantities for items can also be used. The primary use would be for returning merchandise to the vendor. Negative quantities are displayed on the receipt in red. Merchants that need a receipt of items that came into inventory and need to be sent back, or that are back ordered and need a record that can show received in a negative QTY. Access to this function at an enterprise level is limited by default to the System Administrator and Financial users only. Accounting, store managers, warehouse general managers as well as zone managers may receive merchandise at Venues or Store assigned to them. INVENTORY MANAGEMENT 21
23 Alert Management Setting Up  Alert For Inventory Thresholds Before you can set up any  alerts, you ll have to enable the capability to do so from within the management system. To do so, after logging in to the management system, head to Configuration -> Company Details -> Mail. You ll then be brought to the following screen: Fill in your  Username and Password, with the Send Reply  s to section being optional. Click save at the bottom of the screen. If successful, you ll see a message indicating a success at the top left part of the screen. INVENTORY MANAGEMENT 22
24 From here, click Management ->  Alerts. You ll be taken to a screen in which you can choose different alerts to set up. In order to set up an alert that will  you when any inventory items cross a minimum or maximum threshold, scroll down the page and click the checkbox to the left of Item Inventory Thresholds (pictured below). The minimum and maximum thresholds can be changed as you see fit. The  address that you d like for the alert to go to should be the same  that you input earlier into the Configuration -> Company Details -> Mail menu. An example of an  alert is below: Note: You may need to add our  address into your address book, or check your Spam Folder if you don t see the  in your inbox. INVENTORY MANAGEMENT 23
25 Inventory Reporting Inventory Balance This report provides details on the items that are in inventory. This report is consolidated at the department level showing you inventory costs and quantities. Note: This reports only active items, any items which have been made inactive will not appear on this report, even if they have quantity. Inventory Balance Details To go to the Inventory Balance screen, go to Reports -> Inventory -> Inventory Balance. To filter Report by Venue, Store, Group, or Warehouse select the appropriate drop down. To pull items by classifications, select Department, Category, Subcategory, Vendor, Royalty, Size, Style or Color. Any combination selected will pull the appropriate items to the report. To view the report from a beginning UPC number to an ending UPC number in numeric order, enter the beginning UPC into From:, and the ending UPC into To:. Additional Options include the ability to filter items by inventory levels such as: Report all items; Report only items with negative QOH (quantity on hand); Report all items with a non-zero inventory. INVENTORY MANAGEMENT 24
26 You can generate the report so that it displays on screen in your browser, or download the report as a CSV file. Once a report is generated, you can see the store, the warehouse, the department, the UPC, and the description, category, sub category, supplier, quantity on hand (QOH), cost, cost value, retail price and sell through percent (the percentage of items sold off units available for sale) of each item listed. Access to this function at an enterprise level is limited by default to the System Administrator and Financial users only. Accounting, store managers, warehouse general managers as well as zone managers may view Inventory Balance report at Venues or Store assigned to them. INVENTORY MANAGEMENT 25
27 Item Lookup Overview The Item Lookup report displays by Royalty level and Category all the SKU items in inventory and where they are located within a Venue, Store or Enterprise. This can be used to create a report of where every item is located in a venue in the event that you wish to consolidate items from low volume store to high volume stores. Item Lookup Details To get to the Item Lookup screen, click on Reports -> Inventory -> Item Lookup To filter Report by Venue, Store, Group, or Warehouse, select the appropriate drop down. To pull items by classification, select Department, Category, Subcategory, Vendor, Royalty, Size, Style or Color. Any combination selected will pull the appropriate items to the report. To view the report from a beginning UPC number to an ending UPC number in numeric order, enter the beginning UPC into From:, and the ending UPC into To:. You can then generate the report, or download the CSV file. If you choose to generate the report, the following items are listed: Royalty - The name of the Royalty that is attached to the item. Category - The second tier of classification of the item. UPC - Universal Product code for the Item. Under the UPC is what locations have the Item in-stock, Warehouse or stand. Description - Show the name of the Item and the name of the Warehouse or (Store)Stand that the item belongs to. In the same column shows a row of the Item Totals. You can see the total of QOH, and the On Hand Cost, retail Values as well as the sales QOH, Cost, and Retail values. Unit Cost - The cost of the Item that the user spent to get the item. Retail price- Price the User sells the item for. Quantity - The QOH of the item in the specific location. Cost Value - The Unit cost multiplied by QOH. Retail Value - The Retail price multiplied the QOH. Quantity - The Quantity of the Item that was sold. INVENTORY MANAGEMENT 26
28 Cost Value - The Cost Price multiplied by the Quantity that was sold. Retail Value - The Retail Price multiplied by the amount that was sold. Access to this function at an enterprise level is limited by default to the System Administrator and Financial users only. Accounting, store managers, warehouse general managers as well as zone managers and human resource managers may view Item Look Up report at Venues or Store assigned to them. INVENTORY MANAGEMENT 27
29 Inventory Adjustment Overview This report provides detail of inventory adjustments due to shrinkage or damage. You can run details on specific transactions here or you can also view or reprint the adjustment receipt. Inventory Adjustment Details To go to the Inventory Adjustment section, head to Reports -> Inventory -> Inventory Adjustment. To filter Report by Venue, Store, Group, or Warehouse, select the appropriate drop down. Also, adjustments can be consolidated by transactions. To pull items by classifications, select Department, Category, Subcategory, Vendor, Royalty, Size, Style, Color, Brand or Season. Any combination selected will pull the appropriate items to the report. To view the report from a beginning UPC number to an ending UPC number in numeric order, enter the beginning UPC into From:, and the ending UPC into To:. If you click the Generate button, the generated report will provide the following: Venue - Name of the Venue Store/Warehouse - Name of the Store or ware house Department - Department name SKU - The SKU of the item Description - Description of the item Category- Category of item SubCategory - Subcategory of item INVENTORY MANAGEMENT 28
30 Supplier - Name of vendor Final QTY - Total amount in location Adj QTY - Amount that was adjusted Unit cost - Cost of item Cost value - The cost of the item multiplied by the amount adjusted This report displays which inventory and the quantity of inventory that has adjusted during a designated period of time. Access to this function at an enterprise level is limited by default to the System Administrator and Financial users only. Accounting, store managers, warehouse general managers as well as zone managers and human resource managers may view inventory adjustment report at Venues or Store assigned to them. INVENTORY MANAGEMENT 29
31 Bestseller List Overview The Best Seller Report has been enhanced to include vital business formulas to help you review your inventory mix. Not only does the report provide financial data on your top 50 selling items, but also the bottom sellers of your inventory. New filters have been added such as GMROI (Gross Margin Return on Investment), Margin, and total sales to allow you to look at their inventory from different angles. It s often more manageable to start by selecting a department, and looking at the items within the department then analyzing the items, filtering by total sales and then by GMROI. Do any stand out either being identified as stronger than expected or in need of pricing adjustments? To determine reorder requirement, use the Reorder Rules and the Reorder Level Report. Bestseller List Details To go to the Bestseller List Report, head to Reports -> Inventory -> Bestseller List. You can filter the report by Venue, Store, Group, or Warehouse. To pull items by classifications, select Department, Category, Subcategory, Vendor, Royalty, Size, Style or Color. Any combination selected will pull the appropriate items to the report. In the sort option, you will be able to sort the report by Units Sold, Margin, Total sales, and by GMROI. To view what items are being looked at, you can select Bottom Seller or Top Seller from report option. To view the report from a beginning UPC number to an ending UPC number in numeric order, enter the beginning UPC into From:, and the ending UPC into To:. You can input a date range by selecting the Date From and Date To, and selecting the appropriate dates. INVENTORY MANAGEMENT 30
32 Once you have your fields set, you can either generate the report, or download the CSV file. The generated report contains the UPCs of the top 50 sellers, the description (name), supplier, category, department, unit sold, and sales price of each item. Bestseller List Definitions UPC - Universal Product Code of the Item Description - The Description of the Item Supplier - Vendor Category - Second tier of the items classification Department - First Tier of items classification Units Sold - Units of items sold Sales Price - Retail price of the item Stock Days -Stock Days is the number of days until the stock of the item is depleted. It is the average number of items sold per day (in the given date range)/quantity on hand. Gross Margin - (Actual Sales after discounts before taxes- Cost of Goods Sold) Markdown % - Discounted amounts/extended Retail Access to this function at an enterprise level is limited by default to the System Administrator and Financial users only. Accounting, store managers, warehouse general managers as well as zone managers and human resource managers may view Bestseller List report at Venues or Store assigned to them. INVENTORY MANAGEMENT 31
                                                    

33 Receiving Journal Overview This report provides, by SKU, a detail of all merchandise receipts. Receiving Journal Details To access the Receiving Journal reports, select Reports -> Inventory -> Receiving Journal. To pull the report by Venue, Warehouse or Store the user selects from the drop down menu for the appropriate resulting location. Also, receiving can be consolidated by transactions. INVENTORY MANAGEMENT 32
                                                    

34 To pull received items by classifications, you can select Department, Category, Subcategory, Vendor, Royalty, Size, Style or Color. Any combination selected will pull the appropriate items to the report. To view the report from a beginning UPC number to an ending UPC number in numeric order, enter the beginning UPC into From:, and the ending UPC into To:. To view a known Transaction by its Transaction Number, enter that information into the Transaction Number field. You can input a date range by selecting the Date From and Date To, and selecting the appropriate dates. Once you have your fields set, you can either generate the report, or download the CSV file. The generated report contains the warehouse name, the UPCs, description, transaction number, PO number, quantity ordered, quantity received, unit cost, freight supplier, remarks, and the date of each transfer. Access to this function at an enterprise level is limited by default to the System Administrator and Financial users only. Accounting, store managers, warehouse general managers as well as zone managers may view receiving journal report at Venues or Store assigned to them. Exporting Reports All information in a report can be exported using the Download CSV button. To export the data contained in the report, simply press the Download CSV button, and the information will be exported. INVENTORY MANAGEMENT 33
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