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 300:   Inventory Menus                - 

OVERVIEW  
 
Option 300:  Inventory Menu  

þ  To Select the Inventory Menu:   

 
 
Option 301:  Work With Inventory  

þ To Display, Create, or Edit Inventory Records:  
þ To Display the Inventory Stock List:  

 Layout, Work with Inventory List  
 

Counting Stock in Conveyorware 
About Stock Numbers 
 
Work with the Stock List  
þ  To Add a New Stock Record: 

        Layout, Work with Inventory detail screen 
  

Stock Record Comments  
þ  To Add Comments to a Stock Record: 
  
þ  To Delete a Record:   
þ  To Deactivate/Reactivate a Record:  
  

Working with Kits  
 Layout, Kits List screen  
þ  To Add a Kit  
þ To Copy a Kit:   
þ To Delete a Kit:  
þ To Edit/Change a Kit:   
þ To Print Kit Lists: 
 

Working with UPC/Pack Quantities:   
þ To display the UPC/Pack list:  
þ To Add UPC/Pack info:  
þ To display UPC/Pack Detail:  
þ  For UPC/Pack E-mail file: 
 

 Working with Vendor/Item Info:  
þ To Work with Vendor/Item Detail: 
þ To Add a Vendor/Item Record:  
þ To Delete a Vendor/Item Record:  

 
 Stock Status Display: 

          þ  To Display Stock Status  
      Layout, Stock Status screen 
 

þ  For a Stock Activity E-mail :   
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Option 302:  Add/Adjust Stock  

þ  To Select Add/Adjust Stock: 
þ  To Record Stock Receipts:  
 

 Receiving with a Scanner  
       Layout, Add/Adjust Stock screen 
 

       Receiving without a Scanner  
þ To Remove Stock from Inventory:  

 
 
Option 303:  Work with Manufacturer Abbreviations  

þ  To Work with Manufacturer Abbreviations:  
          Layout Manufacturersõ Abbreviations list  
þ To Edit a Manufacturer Abbreviation Record:   
þ To Deactivate a Manufacturer:   
þ To Add a New Manufacturer Abbreviation:   

 
 
Option 305:  Work with Inventory Class Codes  

þ To Work with Inventory Category and Class Codes:  
       Layout, Category Class Code list  

þ  To Add an Inventory Code Record:   
þ  To Edit an Inventory Code Record: 

 
 
Options 307 & 308:  Stock Number Status Display (With & Without Cost)  

þ To Display a Stock Status list: 
        Layout, Stock Status list  
 

þ To Display a Stock Status Detail screen:  
 

    Dimensions/Casepack   
 Layout, Dimensions/Casepack window 
  

    Purchase Orders  
        Layout, Purchase Orders window 
        Layout, Purchase Order Line-Items window 

 

     Warehouse Quantities 
        Layout, Warehouse Quantities window 
 

     Stock Comments 
þ  To Display Comments for the Stock record:   

 Layout, Comments window  
  

þ  To Display YTD Sales Details:   
 Layout, Monthly Sales Details screen 
  

þ To Display Daily Activity History:   
 Layout, QOH Daily History list detail screen 
  

þ  To Display Stock Status for a specific Date:   
þ  To Display all Warehouse Transactions:   
þ To Print QOH Daily History:   

 Layout, QOH Daily History report  
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Option 309:  Stock Number Costs Display  

þ To Display the Stock Cost list: 
þ To Display Stock Number Cost Detail:  

 Layout, Stock Cost Detail screen 

 
 
Option 311:  Stock Requirements Display  

þ To Display Stock Requirements:   
 Layout, Stock Requirements detail screen  

 
 
Option 312:  Stock Number Purchasing Display  

þ  To Display Stock in Purchase Orders:   
 Layout, Purchase Order Inquiry list   
 Layout for Purchase Order Inquiry detail screen  

 
 
Option 313:  Stock Receipts/Adjustment s Today  

þ To Print Stock Receipts/ Adjustments Today report:   

        Layout, Daily Receipts and Adjustments to Inventory report  
 
 
Option 314:  Stock Receipts/Adjustments by Date  

þ To Print a Stock Adjustment Report:   

 Layout, Stock Receipts/Adjustment by Dates report  

 
Option 317:  Stock Activity/  Warehouse/  Dates Report  

þ To Print a Stock Activity Snapshot report:   

 Layout, Stock Activity Snapshot report  

 
 
Option 318:  Stock Number Forecast Reports  

þ To Print a Stock Forecast report:   

         Layout, Stock Forecast report  
 
 
Option 320:  Additional Reports Menu:   

þ To Select the Additional Reports Menu:   
 
 

     Option 351:  Sales Analysis/  Year Report 
þ To print a Sales Analysis by Year report:   

      Layout, Stock Sales Analysis Report 
 
 
     Option 352:  Item Activity Since Last Phys 

þ To print a Stock Adjustment List Since Last Physical Count Report:   

 Layout, Stock Adjustments, Last Physical Date report 
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   Option 353:  Stock Activity/Discrepancy Report  

þ To Print an Inventory History/Discrepancy Report:   

 Layout, Inventory History/Discrepancy Report  

 
 
     Option 354:   On-Hand Stock List: Price/Cost:  

þ To Print On-Hand Stock Lists, with Price or Cost:   

 Layout, On-Hand Stock List, Cost report  

Layout, On-Hand Stock Price List 
 
 
     Option 355:   Negative Stock List by Warehouse Report: 
 
 
     Option 356:   Invoice/ Shipment Summary 

þ To Print an Invoice/Shipment Summary report: 
 
 
Option 325:  Locator Warehouse Menu  

þ To Select the Locator Warehouse Menu:   
 
 

     Option 327:  Work with Company Locator System:  
þ  To Work with Warehouse Definitions:   
þ To Edit Warehouse information:   
þ   To Add a New Warehouse:   
þ  To Delete/ Deactivate a warehouse:   
þ To Display Warehouse information:   

 
     Option 328:  Define System Warehouses  

þ To Display a List of System Warehouses:   

 

 

     Option 330:  Work with Stock Transfers  
þ To Start an Inter-Warehouse Stock Transfer:  
þ To Finalize the Stock Transfer record:  

       Layout, Inventory Transfer sheet  
 
 
     Option 331. Locator Audit by Loc. & Serial# Report  

þ To Print a Transactions by System Serial Number report:  
       Layout, Location/Serial Number History report  

 
 
Option 335:  Barcode Inventory Menu (SEPARATE Chapter) 
 
 
Option 650:  Physical Inventory Menu (SEPARATE Chapter) 
 
OPTION 675:  Cycle Count Menu (SEPARATE Chapter)  
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Option 300:    Inventory Menus   invisible   
 

OVERVIEW  

The ConveyorWare Inventory process lets you track and control receiving, storage, stock 
locations, packaging, kits, vendor sources, and sales activity for each item you sell.   
ConveyorWareõs barcode-based inventory tools are located in this module.  Electronic data-
capture with bar-coded inventory maximizes inventory control and transaction accuracy.   
 

The Inventory system uses a Stock Number for each item.  For Inventory and Warehouse 
management, the system assigns a System Serial Number to each stock receipt group.  
This System Serial allows tracking within the warehouse, when used with dynamic 
location structure.  An alternate location structure is the òShelf Locationó system displayed 
in the Stock Number record.  The System Serial also allows stock allocation in FIFO order.  
The warehouse order fulfillment process uses System Serial Numbers (or, if SNs arenõt used, 
UPCs) as the identifying numbers controlling the picking and packing process. 
 

Company purchasing and accounting integrate with Inventory.  Through the Inventory 
Category/Class Code, stock sales are assigned to General Ledger income accounts.  Stock 
Status screens display stock sales history, as well as stock-on-order with expected delivery 
dates. 

 

þ To Select the Inventory Menu: 

Č From Main Menu, click on 300 Inventory Menu, or 

Č Key command ò300ó, [Enter]. 
 

The 300. Inventory Menu appears.  
 

 
 

Note that Inventory Menu contains SIX Sub-Menus:  
 

320. Additional Reports,   325. Locator Warehouse, 335. Barcode Inventory,  
530. Barcode Menu 2,     650. Physical Inventory, and 675. Cycle Count. 
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OPTION 301:   Work with Inventory  

 
Display, create, or edit Stock Records for all the items you sell.  All major stock record 
functions are accessed through the 301 list and detail screens, including stock status and sales 
history, kits, vendor/item records, and packaging and shipping metrics. 
 
The expansive details in the 301 Stock records streamline the processes of sales orders and 
fulfillment, shipping, warehouse management, and purchasing.   

 

þ To Display, Create, or Edit Inventory Records: 

Č Click on 301, Work with Inventory, or 

Č Key command ò301ó, [Enter] 
 

The Work with Inventory selection screen appears 

 
Work with Inventory selection screen 

 

From this screen, display the Companyõs Stock List.  The system displays inventory for only 
one Warehouse at a time, and assumes Warehouse 1 unless another is specified.  The 
companyõs complete Stock List displays, but only records with stock in the warehouse will 
have quantities. 
 

Navigate to records by Stock Number, by name (Description), or by the UPC.   Through 
Stock List Option fields and screen [Buttons] , display Stock Status and Sales History, Pack 
measurements and UPCs, Kitting and Vendor sources.  
 

Ad Allowance, restocking fees, and other non-stock items are tracked using Mfr òZZZ;ó 
the daily Sales Journal prints separate totals for these intangibles. 
 
 

þ  To Display the Inventory Stock List:  

If Company Number field is not filled by default, select it as needed; then   

 Č           Press [Enter] . 
 

The companyõs Inventory List appears, in Stock Number order. 
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Layout, Work with Inventory list screen  
 

Header:   Company Number  and Warehouse  fields 
 

Three Position-To Fields:   Stock Number, UPC, and Stock Description. 
Use these fields to Sort and/or Position the list.  
All are alphanumeric: Key òAó for all stock. 

 
Columns: Opt:   Option field with drop-down selection list for each record. 

 

Co:   Company Number 
 

Stock# :  Stock Number, the primary identifier for inventory  
(Up to 30 characters). 

 

Description:   SHORT Description; the 1st 15 characters of the 24  
character Description field. 

 

UPC:   Unit UPC from the primary Stock record.   
 

Qty:  Quantity-on-Hand: current quantity in the warehouse. 
QOH includes units available for sale, plus units already 
allocated to active orders. 

 

Cm: *  indicates a Comment exists for this record. 

 

Options for each listed Stock Number are: 
 

2=Change:  To display and edit the Stock record. 
 

4=Delete:   To delete a Stock.  The record still exists, but it will  
not appear in selection lists, and cannot be sold. 
 

5=Display:   To view records without changing/ editing. 
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7=Kit List :   To the screen Work with Kits, with that list positioned  

to this Stock Number entry. 
 

8= UPC/Pack:  To screen Work with Addl Item Info list screen.  
Display and/or edit a Stock Numberõs Unit, Inner, and 
Master Pack UPCs with their Quantities. 
 

9=Vendor/Item :  To the screen Work with Vendor/Item Info list, for stock  
sourcing/purchasing records. Info on this screen is  
required for issuing Purchase Orders.  

 

10=Comments:  Opens the Stock recordõs Comments window.  
 

 

11=Stock Status:  To the screen Display Stock Status, with detailed  
sales and purchasing information, both pending and past.  

Active Buttons (F-Keys) for this screen: 
 

[Help]: (F1)  Displays information about the cursorõs current field.  From the  
[Help] window, press the [Extended Help] (F2) button for general 
information about the entire screen. 
 

[Exit ] :  (F3)  Returns to the Inventory Menu screen. 
 

[Prompt]: (F4)  In fields with a  symbol, brings up the selection list. 
 

[Refresh]:  (F5)  On this screen, clears the list for re-sorting; key òAó in the new  
sort field, and again press Refresh.  
 

[Add]: (F6)  To create a new Inventory record. Key the new Stock Number,  
then [Add]. The Stock Number field is permanent; it canõt be  
edited after saving the new record.  

 

[Kit  List] : (F7)  To the screen Work with Kits.   
 

[UPC/Pack] (F8)  To the screen, Work with Addl Item Info list screen.  The unit, the  
inner, and the master pack UPCs, with quantities, are listed for all 
stock with these data. 
 

[Details]: (F9)  Toggles display of a 2nd line, with the Unit Price, the Dead Net  
Price, and full  Stock Description.   
 

[ InvEmail ] : (F11)  To window, Inventory File by Email.  Sends a CSV spreadsheet file  
with current (real-time) status data for stock quantities on-hand, in  
active orders, on holds, and in orders completed today. 
 

[Cancel] :  (F12)  Returns to the Inventory Menu screen. 
 

  

javascript:ms('%5bpf7%5d',%20'HATSForm')


 Inventory Menus 

6/6/2016 Inventory Menus 5 

 

Counting Stock in Conveyorware: 
 

Because the inventory system tracks complex transactions throughout the business  
cycle, stock quantities need some explanation. Inventory screens and reports will have one 
(or more) of three quantities:  

¶ Quantity On-Hand, 

¶ Quantity Available, and  

¶ Audit Quantity. 
 

Quantity On-Hand includes all stock in the Warehouse, in your possession.  This  
number includes all stock received/subtracted through Option 302 Add/Adjust  
Stock, or the Scanner Menu Pallet In/Box In process, less all stock subtracted from 
inventory through sales/invoices.  Stock that is allocated to active orders, and stock that is 
scanned out (but not yet invoiced) is still in your possession. Quantity on-Hand is (stock 
receipts - stock invoiced).   

 

Quantity Available for sale is (QOH - allocated stock). The system doesnõt allocate stock 
to orders with Hold status (Credit Hold or Back Order), to Tentative (unconfirmed) Orders, 
or those with Future Ship Dates.  The Available Quantity is displayed with QOH on Stock 
Status screens, along with all pending order quantities. 
 

Audit Quantity is a count based on warehouse order fulfillment and shipping.  This count 
is calculated by the DayEnd process, and subtracts only stock that has departed the 
warehouse.  Audit Quantity is (stock receipts ð stock shipped).  
 

QOH and the Audit Quantities can differ.  The QOH should not be higher than the Audit.  
Report this error, which indicates a process that has not completed normally.  However, 
when an order is fulfilled (and invoiced), but remains in the warehouse (a parcel or freight 
carrier hasnõt picked it up), the DayEnd Audit Quantity is correctly higher than the QOH.  

About Stock Numbers: 
 

There are several fields in the Stock Number detail record that are used to identify or to 
cross-reference stock: 

Description:   This field appears on most reports that include Stock 
   Numbers.  Use this field to add identifying details.  

 

Base Stock Number:  This field can contain a partial Stock Number to use for  
grouping related items on reports. 
 

Mfr/X -Ref Number:  If used, prints on Invoices along with Stock Number and  
Description. 

 

UPC:   Universal Product Code.  This field prints as a barcode on  
Order Sheets.  Your own SKU can be used here, instead. 

 

System Serial Number: A receiving lot number, used for FIFO allocation and for  
correct stock ID in order fulfillment. 

 

Note that two other cross-reference Numbers exist: 
 

Vendor Stock Number: 301 List Opt 9=Vendor/Item,  this ID prints on P.Os. 
 

Customer SKU:  From the 201 Customer list Opt 11=Cust.SKU, these IDs  
can print on Packing Slips instead of your Stock Number.  

 

Note: A Stock Number is a PERMANENT addition to the Inventory records.  After the 
new record is saved, the Stock Number field cannot be edited.   
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Work with the Stock List: 

 

þ  To Sort the List by the Description or by UPC:  

From the Inventory SELECTION screen, in either of those fields,  
 

 Č          Key òAó, [Enter] .   

 
The list appears in alphanumeric order for the field.  To work with long lists, follow 
Position a List instructions in the General Introduction. 

 

Note: Display ALL of ANY Alphanumeric List with the letter òA.ó  The system sorts first 
by letters (alpha), and then by numbers (numeric). 

 

 

þ  To Display the Stock List for a Different Warehouse:  

 From the Inventory selection or list screen, in the Warehouse field,  
 

 Č          Select or key the Warehouse Number, [Enter] .   

    Use the [Prompt] button, if desired. 
 
 The system displays the Company Stock list for the specified warehouse.   
 

Note: The 900 Returns/Repairs Warehouse ALWAYS displays the Stock List with no 
quantities.  The system only displays stock available for sale; the 900 Warehouse holds stock 
that is not (or not yet) cleared for sale. 

 

Add a New Stock Record:  

  
Before adding a new item to the Inventory, be sure that integrated data fields are ready.  The 
inventory Category and Class (Option 305), as well as Manufacturer Code (Option 303), 
are required information for a new record; these codes canõt be added to the system during 
the Add a New Stock Number process.   
 

Choose to use the 301 Stock record shelf location system, or follow your own dynamic 
location structure for warehouse use.  
 

Gather Cost and Price, UPC, package dimensions, weight, ordering, shipping, storage and 
carton/pallet details.  Centralizing all this information into one record will help to automate 
many of your business processes. 
 

The NMFC  (National Motor Freight Carriers) code categorizes a product for 
standardized freight costs in common carrier truck shipments. The code (a rating between 
50 and 500) classifies the risk and difficulty of handling a specific product.  If you donõt ship 
freight, leave the default  code (085).   
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The COST field is used for stock valuation, COGS posting, and sales and profit reports.  
This field is not required to add a new record, but is essential for the systemõs integrated 
functions.  For manual Cost-of-Goods-sold, determine this per-unit value by adding 
transportation, duties/taxes, and other factors to the direct stock cost.   If Automated 
Averaging COGS is selected at financial setup, this field is Display-Only; Stock Cost is 
automatically computed from POs and sales records.  The direct stock cost (Purchasing 
Cost) is a different field, found in the Vendor/Item record. 
 

New Company records include the Manufacturer Code òZZZó for such intangible, non-
stock items as restocking or handling fees, tax, freight, and kitting. A second default 
Manufacturer Code, for the New Company itself, can be used instead of specific codes. 

 

The Description field contains 24 characters, but is sometimes shown with 15 characters 
(see the Inventory list screen).  In setting up a system to meet your businessõ needs, it can be 
helpful to use prefixes or suffixes (for color, size, etc.) that fit within the 15 digit Short 
Description field. 

 
 

 

þ       To Add a NEW Stock Record:  

From the 301 Work with Inventory list, In the Position by Stock # field: 
 
 

Č Key the New Stock Number, [Add].  

   Up to 30 digits, alpha/numeric.  
 

The Add a Stock Item screen appears.  The Company Number, Warehouse Number, and 
Stock Number are display-only fields at the top of this screen.   

The cursor is in the Description field. 
 

 
Add a Stock Item screen 
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Layout, Work with Inventory detail screen  
 

See the following òAdd Stockó instructions for Stock record field details. 

Active [Buttons]:  

[Help]: (F1)  Displays information about the cursorõs current field.  From the  
Help window, press the [Extended Help] (F2) button for general 
information about the entire screen. 

 

[Exit ] :  (F3)  Returns to the Inventory Menu screen 
 

[Prompt]: (F4)  In fields with a  symbol, brings up the selection list. 
 
 

[Override]:  Inactive on this screen. 
 

[Delete]: (F8) Delete an inactive Stock Number here, or use the list Option 4=delete.  
Stock must have 0 quantity, and no transactions for at least two years. 

 

[Comments]: (F10) Displays local Comments window for this record. This message  
window can be displayed in any Inventory screen for this Stock Number.  

 

[Stock Status]: (F11) Displays Stock Status screen, with detailed current and historic  
activity. 

 

 

[Cancel] : (F12) Returns to the Inventory Menu screen. 
 

[Deactivate]: (F13) Stops new transactions for this Stock Number.  The Stock Number  
doesnõt appear in [Prompt] lists, and the Stock Number line is red in the 
301 Stock list.  òDeactivatedó appears below the On Order field on this 
screen. New stock canõt be received into Inventory.  See the Deactivate 
Stock section, following. 

 

[Reactivate]: (F14) Removes the Deactivate restrictions.  The Stock Number resumes  
normal activity. 

 

[UPC/Pack]: (F15) To the Work with Addl Item Info detail screen for this Stock.  The 
unit,  

the inner, and the master pack UPCs, with quantities and descriptions, are 
displayed and edited here. 
 

[Continue]: (Enter) saves any entries. 

 

The LEFT Column of data fields: 
 

Č Key Description, [Tab]  

Up to 24 digits, alphanumeric. This field is used in lists, reports, 
searches, customer Packing Slips and Invoices. Describe the 
item clearly. This field can be edited later, if needed. 
 

 

Note that the Description field is sometimes displayed in only 15 characters. Use 
the front-end of this field for essential information. 
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Č Key: Unit Price, [Tab]  

5 digits, numeric. Enter the price you charge for a unit.  This is the 
default unit price in Orders, unless another price is keyed at 
order entry.  This field is also the òdeclared valueó printed on 
Customs documents for international shipments. 

The system assumes whole dollars unless a decimal is entered. 
For example, ò15ó becomes $15.00.  
 

Č            Key Dead Net Price, [Tab] 

7 digits, numeric, no assumed decimals.  Blank (default) = No lowest 
limit.  This field, if used, is the minimum sales price for 
commission accrual.   

    
  
 

  
 

Č Key: Commission %, [Tab] 

4 digits, numeric. Default is Blank, none.  To accrue sales 
commission on all sales of this item, enter the commission per 
unit.  For example: 7= 7.0%; .7= 0.7%.   This rate can be 
changed during order entry. 

 

Č            Skip On Quality Hold, [Tab]  
       1 digit, Y/N: This is an inactive field.  See the Deactivate Stock  

   section, following. 
 

Quantity Pricing fields can be used, whether or not commission fields are 
used.  When Commissions are specified here, they apply by default to the 
Quantity sold, not to the quantity price break.  Both price and commission 
may be changed at order entry. 

 

Č Key: Qty Breaks- (Optional), [Tab]  
   5 digits, numeric. For each quantity break, key a quantity, price and    
   (optional)commission percent. The quantity entered is the  
   minimum purchase to receive the special price.  

 

Č Key: Cost, [Tab] 

5 digits, numeric, no assumed decimals. For manual costing, enter the 
companyõs unit cost for the item.   

For automatic COGS, this field is display-only; cost will 
display based on Purchase Order receipts.  Any Sales Order 
Price lower than this Cost will cause an error message that 
requires an [Override]. 

 

Class and Category Codes are important in allocating revenue in the 
companyõs General Ledger Income Accounts, and they define whether 
items are taxable, are returnable, and whether commissions apply.  The 
two fields are linked; one selection from the [Prompt]  (F4) list fills both 
of these fields. 

Inventory Class/Category codes are setup in any of these menu Options: 
Inventory 305, Financials (750.)215, and Admin Setup 626.   

Note: If no Dead Net Price is entered, the system will accrue sales 
commission at any sales price. 
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Č Select or Key: Stock Category , [Tab]  

2 digits, numeric.  Required. Stock Category; use [Prompt] to select, 
if desired   

 

Č View: Stock Class Code , [Tab]  

4 digits, alphanumeric. Required.  Defines items within categories.  
This field is selected together with the Category field. 

 

Č    Key: Catalog Page # (Optional), [Tab]  
   2 digits, numeric. A location in a catalog or website, if used.  This  
   is a reference-only field, and doesnõt appear in reports. 

 

Č Key: Manufacturer , [Tab]  

3 digits, alphanumeric. Required.  Use [Prompt] (F4) to select the 
code, if needed. Use òZZZó for intangible, non-stock items.  
The system does not receive or track quantities for Mfr ZZZ.  

 

Č Key: Promo/Disc.  (Optional), [Tab]  
1 digit, alpha: Promotional/Discount field. Default is blank.  òXó  
in this box, for a Non-Stock item (Mfr ZZZ) makes the price  
negative, a credit amount (or discount) on any invoice. 

 
 

NOTE: A standardized Discount may be created as an Inventory Non-
Stock Item.  The Promotional Item òXó Code changes any Stock 
Numberõs Price to a negative number, and it appears as a credited price 
on invoices.  Use this code to create a discount kit component, a new 
customer discount, etc. 

 

Č     Key: Country of Manufacture , [Tab]  
          2 digits, alpha: Required. Key, or choose code from the [Prompt]   

    (F4) List. This field is used for Customs forms. 
 

Č Key: X-Ref Stock #, [Tab]  
Up to 30 digits, alpha/numeric. A Manufacturerõs Stock Number, or 
your customerõs stock number.  Any entry in this field appears 
on invoices under your Stock Number.  Use this field to suit 
your businessõ needs. 

 

Č SCAN or key Unit UPC, [Tab]  
12 character, alpha/numeric. The Universal Product Code; may be 
placed by scanner.  This Unit UPC entry appears on the 301 
Stock List display, and on the [UPC/Pack]  (F8) window. 

 

Unit UPC barcodes allow a scanner to accurately record Stock ID for 
picking and packing during order fulfillment.  The UPC/Pack window has 
fields for the Inner Pack and Master Pack UPCs, with their quantities. 

 

Č Key: Reorder Point, [Tab] 
5 digit, numeric. Optional. Minimum quantity of a stock number 
to maintain as the on-hand quantity.  Take sales volume and 
purchasing lead-time into account when setting this value.  This 
field appears on the 313 and 314 Stock Receipts/Adjustments 
Reports, and on the [Inventory Email] spreadsheet report.  
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Č View: On Order field 
7 digit, numeric. Total units on order (not yet received). This 
display-only field shows the units in open Purchase Orders.  
(both Standard and Spot-Buy POs). 

 

The Right Column of data fields: 

Č    View or key Location: Section, Level, and Position, [Tab]   
Use these fields for STATIC òShelfó locations.   
The warehouse Scanner Receiving (Box In/Pallet In) process 
uses DYNAMIC locations; that location system does not display 
here.  The Warehouse system can record a separate location for 
each group of stock as it is received. 
 

Č View, or select Priority Code, [Tab] 
òNoneó is default.  Other Codes are Hot, New, and Old.  This 
flag prints on warehouse receiving labels in the Description 
field.  Use this code to:  

¶ Flag new Stock Numbers. 

¶ Flag stock for expedited handling (òHotó). 

¶ Differentiate new stock (for example, with different 
packaging) from old. 

 
  Dimensions:  Record measurements for a unit, and for the case/pack:  
 

Č   Key: Item Length, [Tab] , Casepack Length, [Tab] 
4 digits, numeric.  Use unit  package length in inches or meters, with 
partial units in decimals, not fractions. 

 

Č Key: Item Height, [Tab], Casepack Height, [Tab]  
4 digits, numeric. Use unit  package heigth in inches or meters, with 
partial units in decimals, not fractions. 
 

Č Key: Item Width, [Tab], Casepack Width, [Tab] 
4 digits, numeric. Use unit  package width in inches or meters, with 
partial units in decimals, not fractions. 
 

Č            Key or select UoM , [Tab]  
Unit of Measure for the package Dimensions. Options are òINó 
(inches) or òMó (meters); use [Prompt] (F4), if desired.  The 
system will display the computed volume for this specified UoM. 

     

Č View Unit  Cu. Volume, and Casepack Cu. Volume, 
4 digits, numeric. A display-only field, the cubic-volume of one unit 
and one casepack is calculated from the Dimensions data. 

 

Č Key: Unit  Weight, [Tab], Casepack Weight, [Tab] 
4 digits, numeric. Specify the Weight of unit and of casepack, with 
fractions in decimal form. 

 

Č Select UoM , [Tab]  
2 characters, alpha.  Key, or select with [Prompt] òLBó (Pounds) 
or òKGó (Kilograms), the Unit of Measure for Weight. 
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Č View or key Cartons per Pallet, [Tab]  
Up to 7 digits, numeric, optional.  The cartons or casepacks 
allowed on one pallet. This number is used during pallet build for 
shipments. 

 

Č Key: Std Pack, Y/N, [Tab]  
1 character, alpha. No default. Enter òNó if Casepack varies.  
Enter òYó, if casepacks always have the same quantity and 
weight.  Casepacks can then ship with the default Weight and 
Quantity. òYó requires a Qty-per-Pack field entry. 

 

Č Key: Qty/Pack, [Tab]  
4 digit, numeric. Quanitity-per-Pack, The number of units in the 
standard carton.  

 

Č Key: NMFC Code, [Tab] 

4 digit, numeric. Default is 085.  National Motor Freight 
Carriers code identifies the product for standardized freight 
costs for truck shipments.  If not applicable to your business, use 
the default value.  This code can be supplied by the carrier 
whenever it is needed.  

 

Č            Key Drop Ship: Y/N,  
Inactive field.  Default is blank. Can this item be shipped directly 
from your supplier to your customer?  An info-only field. 

 
 
 

þ To Save any New Record, or to Save any Changes: 

Č Press [Enter] . 
 

The system saves the record, and returns to the 301. Work with Inventory list screen.  

 

 

 

þ In Case of an Error Message: 
For error messages,  

Č Click on [Reset] button (or [Ctrl]+òRó).   
 

Č Move the cursor to the designated field for the needed changes.  
 

Č Press [Enter].  

 
The system returns to the 301 Stock List screen. 
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Stock Record Comments:  
 

Stock records are complex, and display as the 301 Inventory List, the 307/308 Stock 
Status List, The 301 Stock detail screens (Add, Change, Display), and the Stock 
Status detail screen.  ALL  screens in a Stock Numberõs records display a single 
Comments window.  A Comment flag in a list screen indicates that a Comment 
exists for the Stock Number record. Display it with Opt 10=Comments. On all 
stock detail screens, [Comments] (F10) displays the same Comment window. 

 

þ To Add Comments about a Stock Record: 

Č Click on [Comments]. 
 

A Local Comments window appears for this Stock Number. 

                
 Comments window 

 

Č Key Comments, [Continue] , 
Add a new local comment, or change existing text. [Continue] 
saves any changes, and returns to the Stock record screen.  
A Comment flag appears for this Stock Number on the Stock 
List screen. 
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Delete an Inventory Record:  
 

Deletion completely removes a record from the Inventory.  Deletion cannot be 
reversed.  To stop new transactions for a Stock Number (temporarily or 
permanently), use the Deactivate (F13/F14) process, following this section. 
 

The following conditions must ALL be met to delete a Stock Number: 
1. On-Hand quantity is Zero. 
2. No Orders: Active/Pending/Credit-Held/Back Order/Tentative. 
3. No sales for the item during the current year.  
4. No open Purchase Orders for the Stock Number. 

 

þ To Delete a Stock Record: 

From the 301. Work with Inventory Stock List, in the item line Opt field:  
 

Č Click on 4=Delete. 
 

<OR>  From the 301 Stock detail screen,  

Č Click on [Delete]  (F8). 
 

A confirmation screen appears; to confirm deletion,  

Č     Press [Delete] (F23).   
 

The system deletes the record, and returns to the 301. Work with Inventory list.  
The Stock Number is no longer listed. 

 

NOTE:  If the item does have transactions or quantities, an error message with a 
status explanation appears. 

 
 

Deactivate/Reactivate an Inventory Record:  
 

[Deactivate]  (F13) stops new transactions for a Stock Number.  The Stock 
Number does not appear in [Prompt] selection lists, and new orders cannot be 
added.  The Stock Number is in red font in the 301 Stock list.  òDeactivedó 
appears in the lower left corner of the detail screen.  
 

New quantities cannot be added to Inventory, but the Stock Number is active for 
Cycle Counting and Physical Inventory.  The system does allocate the stock to 
current orders, if it is available. 
 

Use deactivation for discontinued Stock Numbers. Deactivation can be also used 
as a temporary Quality Hold, or for freezing a stock number during an informal 
count.   

 

[Reactivate] (F14) removes the Deactivate restrictions.  The Stock Number 
resumes normal activity.   
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þ To Deactivate a Stock Record: 

From the 301. Work with Inventory list page, in the Stock Numberõs Opt  
field:  

Č Click on 2=Change. 
 

   The Change a Stock Item detail screen appears.  
 

Č Click on [Deactivate] (F13). 
 

Č Press [Enter] to save the change. 

 
The system deactivates the record; a red message at lower left confirms the change.  
In the 301. Work with Inventory list, the Stock Numberõs item line is now red.   

 

þ To Reactivate a Stock Record: 

From the 301. Work with Inventory list page, in the Stock Numberõs Opt  
field:  

Č Click on 2=Change. 
 

   The Change a Stock Item detail screen appears.  
 

Č Click on [Reactivate] (F14). 
 

Č Press [Enter] to save the change. 

 
The system reactivates the record, and returns to the 301. Work with Inventory list.  
The Stock Numberõs item line is not red; the record is now active.   

 
 

Work with Kits:  
 

A kit is a group of stock items that might be sold separately, but may also be 
grouped together and sold under a unique, single Stock Number.     
 
Use a kit for:       

¶ Adding a standard group of stock (large or small) to orders, without the 
need to add each item separately, or 

¶ Pricing a group of items differently from the sum of the components. 
 

Kits are created, billed, and tracked by creating a Kit Master Record with 
manufacturer ZZZ.  ALL of the kitõs Component records are kept as separate 
Stock Numbers.  The components, then, may be stored separately, as the kit is 
òassembledó with each orderõs pick list. 

 
Note that any stock that you purchase as a kit cannot use this process: the Kit 
Master record is intangible, and the system does not allow receiving quantities to it.  
Any pre-assembled/pre-packaged kit is stored and sold as a normal Stock Number. 
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To set up a new kit, create a new Kit Master Record in 301. Work with Inventory: 

¶ Assign the kitõs Stock Number and Description. 

¶ Designate the Mfr  code ZZZ (used for intangibles).   

¶ Only the Price(s) entered in the Kit Master record appear in Orders. 

¶ Assign other fields as meet your business needs.   

¶ Measurements, Reorder Point, etc. donõt apply to the Kit Master; these 
data come from each of the kit Components. 

¶ Standard Pack is òNó, No. 
 

To display a line-item Kit D iscount on the Order Sheet and Invoice, add a 
Component (create, or use an existing) Promo/Discount  Stock Record, also with 
Mfr. ZZZ.  This componentõs negative price will not appear on Kit orders, so 
specify the dollar amount or the percentage in the discountõs Stock Number or 
Description field.  See the Promo/Discount field explanation in the Add a Stock 
Number section. 

 
On Invoices,  

¶ the Kit Master is listed as a priced line item,  

¶ each Component Stock Number listed as an un-priced line item.   
 
On Order Sheets (Pick Lists),  

¶ each Component Stock Number is listed with its Quantity and Location,  

¶ the (intangible) Kit Master listed with the ordered Quantity.   
 
The kit process assures that all components are included in an orderõs pick list, and 
that specified pricing will apply. 

 
 

þ To Select Work with Kits: 
 

From the 301 Work with Inventory List screen,  
 

Č Click on the button: [Kit List] (F7), 

<OR> 
 

In the Work withInventory List Opt field of any Stock Number, 
 

Č Click on 7=Kit List,  

This approach positions the Work with Kits list to that alpha 
entry.   
 

The Work with Kits screen appears, with the list of current Kits.   
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               Work with Kits list screen 

Layout, Work with Kits list screen:  
 

Columns on the Work with Kits screen include the Opt field, Kit  Master Number and Kit 
Description. 

 

  The Work with Kits Option field choices are:  
 3=Copy Kit:  Creates a new kit with identical components  
    (which can then be edited). 
 

4=Delete Kit:  Removes the components from the Kit Master  
  Record. 
 

 5=Work with Kit:  Opens the Work with Kit Components screen, to  
display, change, or delete components of the kit.  

 

 8=Print Kit:   Prints the kitõs Components list, with unit prices. 
 

10=Comments  Brings up the Comments window for this Stock  
   Number. 

 
 

Active [Buttons] (FKeys) include:  
 

 [Refresh] (F5)  Brings up the same screen, reflecting new  
    positioning or sorting data. 
 

 [Add a Kit] (F6) Brings up the Add a Kit  screen. 
 

 

 [Print Kits]  (F8) Prints the list of all kits, with their prices and all  
    components. 

   

   [Email]  (F11)  Emails an Excel spreadsheet of all kits, with their 
    components. The email address can be specified. 

 
 

þ         To Display a Kitõs Component List:  

From the Work with Kits List screen, in the selected kitõs Opt box: 
 

Č Click on 5=Work with Kit . 
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The Work with Kit Components screen appears, listing all component Stock Numbers in the 
kit. 

 
Work with Kit Components list screen 

 
The Work with Kitõs Components screen header displays the Company, Warehouse, Kit 
Master Number, and Description.   
 

The screenõs columns include the Opt field, Line-Item Number, each Component Stock 
Number and Description, and the Quantity (per Kit).  The active Options are: 3=Copy Kit, 
4=Delete Kit , 5=Work with Kit , 8=Print Kit , and 10=Comments (i.e., the componentõs 
Stock Number Comment). 

Add a Kit:  
 

A Kit Master Stock Number can be created through the normal 301 Add Stock process, or 
it may be created as part of the Add a Kit process.  

 

þ To Add a New Kit : 

From the Work with Kits list screen,  
 

Č Click on [Add Kit]  (F6). 

The Add Kit screen appears.  Notice that the Add Kit screen has an active button: 
[Add/Edit] (F7).  
 

 
Add Kit screen 

 

If the Kit Master Stock Record exists:  
  

Č Select, or key the new Kit Master Number , [Enter].  
   Use [Prompt] (F4) to select, if desired. 
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The Work with Kit Components screen appears.  Use this screen to add Stock Numbers and 
Quantities to the kit. 

 
Work with Kit Components screen 

 

If the Kit Master Record has not been set up (i.e., doesnõt exist yet), from the Work with 
Kits screen,     

 

Č Click on [Add/Edit]  (F7).  
 

The 301 Add Stock screen appears.  
 

Č Add the Master Record to Inventory as a new Stock Number. 
Specify the Kit Price, and Mfr Code òZZZó.  See the Work 
with Kits Intro section for more detail. 

 

After completing entries in the Kit Master Record,  
 

Č Press [Continue]  (Enter) to save the New Kit Master.   
 

The system returns to the Add a Kit  screen.  The Kit Master Stock record can display, with 
or without the need to edit it, with [Add/  Edit].  [Cancel] (F12) returns to the Add Kit  
screen.   

Č Press [Continue]. 
 

 

The Work with Kit Components screen displays the new kitõs Master Stock Number and 
Description.  There are no components in the kit. 
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Č Click on [AddComp] (F6). 
 

The Add Kit Component screen appears, with fields for the Component Stock Number, 
and Quantity (of items per kit). 

 
Add Kit Component screen 

 

Note the Active Button: [Add/Edit Stock#].   Kit Components, like Kit Masters, must be 
selected from Inventory Stock records; Use this button to create or edit a (component) 
Stock Number. 

 

Č Select, or key a componentõs Stock Number, [Tab],  

   Up to 30 digits, Use [Prompt] if desired. 
 

Č Key Quantity, [Enter]. 

Enter the quantity to include in each Kit.  Ignore any unlabeled 
screen fields. 

 

The kitõs first component is saved; another Add Kit Component screen appears. 
Continue adding components until the kit is complete.   

Then: 

Č Press [Enter] to save the final component, and  

Č Press [Cancel] (F12) to return to the Work with Kit 
Components screen. 

 

Check that the kitõs components are complete and correct.   

 

To return to the Work with Kit list screen:  

Č Press [Cancel] . 
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Copy a Kit:  
 

To copy an existing kit, the NEW Kit Master record must be created first.  Then, 
from the Work with Kits list screen, in the Opt field of the kit to copy:  
 

Č Click on 3-Copy.  
 

 A screen appears with a field for New Kit Item #.  

 
Work with Kits, Copy Kit Master screen 

 

Č Key the new Kit Master Stock Number, [Enter] 

Use the exact Stock Number; cut and paste, if desired. 
 

The system returns to the Work with Kits list screen; the new Kit Master appears in 
the list.  It contains the same components as the original.  Select 5=Work with Kit 
to add, delete, or change components. 

Delete a Kit:  
 

The Kit Master record appears in both the 301 Inventory list and the 301 Work with Kits 
list.  Delete the kit from the Work with Kits list screen. 
 

Remember, the kit is a group of component Stock Numbers sold under a Kit Master record.  
Deleting a kit removes the grouping process, but all of the Components, as well as the Kit  
 

Master, remain in the Inventory records unchanged. It is not possible to delete a kit if there 
are active or pending orders for it.  Beware of selling empty Kit Masters! 
 

Like any Stock record, if a Kit Master record has orders in its (past two years) history, it 
cannot be deleted from the Inventory list, but it can be deactivated, removing it from 
selection lists.   

 

þ To Delete a Kit : 

   From the Work with Kit List screen, in the Kitõs Opt box,  

Č Click on 4=Delete Kit . 
 

The selected Kit disappears from the Work with Kits list screen.  The kit Master record still 
exists in Inventory records, but no components are associated with it.  
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Edit/Change a Kit:  
 

The Components of active kits can be changed (edited) or deleted within the Work with 
Kits process, but this can cause problems.  Changing the contents of a kit causes confusion 
in marketing channels, at best. Changing a kit results in having one name for two different 
groupings, even if one is obsolete. 

To make any changes in a kitõs components, its best practice to create a new Kit Master 
record, and then either: 

Ì  Re-build the kit with the desired component changes, or 
Ì  Copy the kit, and Edit the new kit components.  The new version of the kit 
must have its own new Kit Master Record; add this to the Inventory file first.   

New components can be added to an existing kit at any time.  Remember, though, that 
both employees and customers will be easily confused unless a new Kit Master record is 
created. 

 

þ To Edit or Change a Kit: 

 From the Work with Kit screen, in the kitõs Opt field,  
 

Č Click on 3=Copy Kit. 
 

A Work with Kit detail screen appears with original Kit Master Number and 
Description, and a New Kit Master Number field. 

 
Copy KitñNew Kit Master screen 

 
 
 

Č Select or key New Kit Master Number, [Enter] . 

 
The system returns to the Work with Kit screen, and the new kit appears in the kit 
list.   In the new kitõs Opt box, 

Č Click on ò5=Work with Kitó. 
 

The new kitõs components appear in the Work with Kit Components list screen. To 
edit components of the new kit, unlock the Kit Item records with: 

 

Č Click on [Refresh] (F5), then 
 

Č Click on 2=Change for any component, 
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Č Key any changes, and press [Enter].  
 

When finished with changes (and any additional components), 

Č Press [Continue]. 

 

The system returns to the Work with Kit list screen.  Both new and old versions of 
the kit are in the list.  The old version may now be deleted, if there are no active 
orders for it.   

 

 

þ To Print a Kit Stock List for a Specific Kit: 
From the 301 Work with Inventory List screen, 

 Č Click on [Kit List]  (F7). 

 

The Work With Kit  list screen appears.  In the selected Kitõs Opt box: 

 

 Č Click on, 8=Print Kit . 
 

The Print Kit Listing  screen appears, with the selected Kit in the Enter Kit 
Master: field. 

 
Print Kit List selection screen 

 

Note that Blank=All .  To print the Stock list for all kits, empty the Enter Product 
field. 

 

Č Press [Continue]. 
 

The report is sent to your selected printer, and the system returns to the Work with 
Kits screen.  The Kit List report includes Stock Numbers and Descriptions of the 
Kit Master and Components, along with the Kit Price and the Component 
Quantities.  
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Kit Listing report 

 

þ To Print a Kit List of ALL Kits : 
From the Work with Kit list screen, 

 

Č Click on [Print Kits]  (F8). 
 

The Print Kit Listing screen appears, with the cursor in the Kit Master Nbr field. 
Note that Blank=All.   Several Kit Master Stock Numbers can be keyed, but 
[Prompt] does not function here. 

 

 

Č Press Enter=Continue. 
 

The report is sent to print, and the system returns to the Work with Kits screen. 
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þ To Email a Spreadsheet Kit List ing for ALL Kits : 
From the Work with Kit list screen, 
 

Č Click on [Email]  (F10). 
 

 

The Kit Item File by Email screen appears, with the cursor in the Email Address 
field.  

 
 

The Companyõs Email Address (from Admin 625/626 Company Setup) appears by 
default, but it can be edited now. 
 

Č View or Key Email Address, [Send Email] . 
 

The spreadsheet is sent to the email address, and the system returns to the Work  
with Kits screen.   
 
The email subject line is: Automated Inventory file from é 

 
 Ferber Midwest Inventory System  

 TEST     

Company Kit Number Description Stock Number Description Quantity 

9 10-B-C HAPPY WIDGET KIT B BALLOONS 12 

9 10-B-C HAPPY WIDGET KIT C CANDY BAR 12 

9 10-B-C HAPPY WIDGET KIT PROMO KIT DISCOUNT KIT DISCOUNT $2.00 1 

9 10-B-C HAPPY WIDGET KIT 10 WIDGET A 1 

9 10-BB-CC GLEEFUL WIDGET KIT B BALLOONS 8 

9 10-BB-CC GLEEFUL WIDGET KIT C CANDY BAR 8 

9 10-BB-CC GLEEFUL WIDGET KIT PROMO KIT DISCOUNT KIT DISCOUNT $2.00 1 

9 10-BB-CC GLEEFUL WIDGET KIT 10 WIDGET A 1 

9 10-C-B GRAND NIFTY KIT D TEST ITEM D 12 
 

Kits List Spreadsheet Email, in table format 

   

þ To Exit  from Work with Kits: 
To return to the Work with Inventory screen, 
 

Č Press [Cancel] . 
 

To return to the Inventory Menu screen,   
 

Č Press [Exit ] . 
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Work with UPCs and Pack Quantities:  

 
The 301 Stock record has a field for the itemõs Unit UPC (Universal Product Code).  
Working with commercial quantities, however, requires more data.  The UPC/Pack screen 
details a Stock Numberõs Inner Pack and Master Pack UPCs and their respective 
quantities.   

 
The active UPC/Pack screen, for any Stock Number, is available through two routes, both 
located on the 301 Inventory List  screen: 

¶ List Option 8=UPC/Pack, or 

¶ Active Button [UPC/Pack]  (F8). 
 

The line-item Option 8=UPC/Pack  list screen is Stock Number-specific, and displays 
the list/selection screen positioned to that Stock Number.  The [UPC/Pack]  button 
brings a list/selection screen of ALL company stock with UPC/Pack records. 
 

Note that the UPC/Pack screen is also available from the 301 (primary) Stock detail screen, 
with the [UPC/Pack]  button. 

 
The Unit UPC must first be entered in the main Stock record; it only displays on this 
screen, and cannot be changed here.  Description lines provide space for clarifying and 
identifying the stockõs packaging.  Because packaging varies widely, be specific. 
 

 

þ To Work with the UPCs and Pack Quantities List: 
From the 301 Work with Inventory List screen,   

 

 Č Click on [UPC/Pack]. 
 

The Work with Item Additional Info list screen appears.  
 

 
Work with Additional Item Info list screen 

 

All Inventory Stock with existing UPC /Pack records are listed in Stock Number order.  
Each Stock Number line displays the Master-Pack UPC, and the Master and Inner-
Pack quantities. 

The Description line displays the unit UPC, and then the Inner-Pack UPC. 
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þ  To Add a Stock Numberõs UPC and Pack Info:  
 

Č Key or paste the Stock Number,  

   Up to 30 characters, alpha/numeric. Key, or copy-and-paste, the  
   exact Stock Number.  This field does not have the [Prompt]     
   feature.   

 

Č Press [Add]. 
 

The Add Item Info screen appears. 

 
Add Item Info screen 

 

Č View Stock Number & Description. 

Up to 30 characters, alpha/numeric.  

 

Č Key Inner Pack Description, [Tab]    

Up to 36 characters, alpha/numeric. Description of the Inner 
Pack/Carton. 

 

Č Key Master Pack Description 2, [Tab]    

Up to 36 characters, alpha/numeric. Description of the Master 
Pack/Carton. 

 

Č V iew Item UPC, [Tab]    

Universal Product Code for one unit , this field is displayed from 
the main Stock record. 

 

Č Scan or key Inner Pack UPC, [Tab]    

Up to 18 characters, alpha/numeric. Universal Product Code for the 
inner package or box contained within the master carton. 

 

Č Key Inner Pack Qty, [Tab]    

   Up to 4 digit, numeric. Number of Units in the Inner Pack.   
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Č Scan or key Master Pack UPC, [Tab]    

Up to 18 characters, alpha/numeric. Universal Product Code for the 
Master Carton of the item. 

 

Č Key Master Pack Qty, 

Up to 4 digit, numeric. Number of UNITS  in the master pack, 
always a multiple of the Inner Pack Quantity.   Do NOT confuse 
this with the number of inner packs per master pack. 

 

Č Press [Enter] to save. 

 

The system saves the UPC and Pack information, and returns to the 301. Work with 
Inventory List screen. 

 

 

þ To Display a Stock Numberõs UPC/Pack Quantities: 

From the Work with Item Additional Info list screen, in the Itemõs Opt  
field:  

 

Č Click on, or key ò5=Displayó  
 

The View Item Info screen appears, with descriptions, UPCs, and quantities of both 
inner and master packs. 

 
Work with Item Additional Info detail screen 
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þ To Email the UPC/Pack Records as a CSV File: 

From the Work with Item Additional Info list screen,  
 

Č Click on, [Email]  (F11).  

 
 

The Upc Pack Details By Email window appears.  The Company setup email 
address appears by default. 

 

 
 

Č View, or key Email Address, [Send] (F6).  

 

The csv file is sent, with the Subject Line: òAutomated Inventory file from 
Conveyorware Distribution Systemó.  

 
 

UPC/Pack Email, opened with MS Word (table format) 
 

The system returns to the Work with Item Additional Info list screen.   
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Work with Vendor/Item Info: 
 

The records that link Vendors to specific Inventory Stock are created and edited here.  
Vendor/Item Info records have unit Cost(s), the Vendorõs Stock Number, and other 
details; all of the screenõs fields are required for creating standard Purchase Orders.  The 
Cost fields here fill into the POs, and are the basis of a POõs NTE  (not-to-exceed) dollar 
limit. 

In ConveyorWare, Vendor records are maintained in the 750 Financials Menu, as part of 
Purchasing and Accounts Payable.  Create the Vendor record first, as the Vendor Number is 
required to add a Vendor/Item record.  Vendor records are located in 750.100 Accounts 
Payable, Option 111. Work with Vendors.  
 
Note that the Vendor/Item screen has a field (Stock for Resale? Y/N) that is important 
for the Automated Cost-of-Goods-Sold process. Stock and Supplies that are not intended 
for resale are excluded from automated COGS computation. 

Vendor/Item Info records are not accessible through an active screen [Button]; Use the 301 
Work with Inventory list Option field 9=Vendor/Item  to display the Vendor/Item Info 
list.  

 

 

þ To Work with Vendor/Item Info: 

From the 301. Work with Inventory List screen, in a Stock Numberõs  
Opt field, 

 

Č Click on 9=Vendor/Item  
 

The Work with Vendor/ Item Info list screen appears.  
 

 
Work with Vendor/Item Info list screen 

 
The Vendor/Item List  is in Stock Number order, positioned to the selected stock (if this 
stock already has an associated vendor).  To view the entire list, Key òAó in the Stock 
Number field, [Enter].    Use this field to position to any part of the list. 
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The listõs left column has your Stock Number and Description.  Next are the Vendor 
Number and Name.  The right column has the Vendorõs Unit  Cost, and then the 

Vendor³s Stock Number. 
 

Any Stock Number may be listed with more than one vendor.  While this list makes it 
simple to compare vendorsõ unit costs, do check the quantity cost breaks in the detail 
records. 

 
 

þ      To Add a New Vendor/Item Record:  

From the Work with Vendor/Item list screen, in the Stock Number field,  
 

Č Clear the Stock Number field, [Add]   

--OR-- 

Č Key or Cut-and-Paste the Stock Number, [Add].   
 

 

The Add Vendor-Item Info detail screen appears. 
 

 
Add Vendor-Item Info detail screen 

 

The Company Number displays, and may not be changed here.  If the Stock Number  
was specified, the Description field is filled in.  

 

Do not re-select a different Stock Number here; to change the Stock Number, press 
[Cancel] to return to the (previous) list screen. 

 

Č Select or key Vendor Number , [Tab],  

     Use [Prompt] to select, if desired. 
 

Č Key Vendor³s Item#, [Tab],  

This Vendor Stock Number will print only on Purchase 
Orders and (some) purchasing reports.  Your Stock Number 
appears on all purchasing and receiving reports. 
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Č Key Unit Cost, [Tab], 

        The highest Cost-per-Unit from this vendor; this Cost appears in  
    the Vendor/Item list. 

 

Č Key Unit of Measure, [Tab], 

    4 characters, alpha/numeric; EA, Each, Lb, Kg, etc. This UoM   
    appears on Purchase Orders.  

 

Č Key Pack Quantity, [Tab],  

    The Vendorõs standard quantity-per-pack. 
 

Č Key Minimum Order Quantity, [Tab],  

 This is Unit  Quantity, not Pack qty. 
 

Č View or key Stock for Resale (Y/N), [Tab], 

         òYó=Yes (default), use for COGS computations.   
    òNó=Not stock for resale.   

 

Č Key Cost Breaks,  

Enter both quantities (Up to 6 digits) and costs (Up to 7 digits), if 
applicable.   Unit cost defaults to POs based on the quantity 
ordered. 
 

Č Press [Enter] to save.  
 

The system returns to the Work with Vendor Item Info list screen.  The new Vendor/Item 
record appears in the list. 

 
 

þ   To Delete a Vendor/Item Record:  
From the Work with Vendor/Item Info list screen, in the Opt field,  

 

Č Click on 4=Delete. 
 

 The Delete Vendor/Item Info confirmation screen appears. 

 

Č Press [Delete] (F15), [Enter].   
 

 

The Vendor-Item Info list screen appears.  The record no longer appears.  
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Stock Status Display 
 

 

The Stock Status detail screen displays comprehensive information about inventory activity 
for a Stock Number.  The screen fields show Year-to-Date monthly sales, Last Yearõs sales, 
pending Sales Orders, open Purchase Orders, and last physical count.   
 

[Buttons] (F Keys) provide windows with more history and details, and that allow drilling 
down to Audit screens for each warehouse stock transaction.  

 

þ To Display Stock Status Details: 

From the 301. Work with Inventory List, in the itemõs Opt box, 

 
Č          Click on 11=Stock Status. 

 

The Stock Status Display detail screen appears. 

 

Stock Status Display screen 
 

Layout, Stock Status detail screen 
 

Top Lines:   (If company has non-calendar Fiscal Year, its time span displays here) 

Co/Whs: Company and Warehouse Numbers display 

Desc:  The Stock Description displays.  

Stock # : The ACTIVE Stock Number field:  select or key a different Stock  
Number, [Enter], to display its detail screen.  

 

Mfr Abbrv: Stock Number, and Manufacturerõs Abbreviation. 
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On the Left Side:  

X-Ref:    Cross-Reference Number  

Catalog Page: Where product appears in website or catalog, if used. 

On-Hand:    Quantity in-warehouse, including stock allocated to active orders 

Sale Avl:    Quantity available for sale: Q-On-Hand minus Q-Pending. 

 Pending:          Stock allocated to Active Orders. 

Credit Hold:    Stock in orders with Credit Hold (non-allocated).  

Back Order:     Stock in orders with Back-Order Hold (non-allocated).   

Future:       Stock in orders with future Ship Dates (non-allocated). 

Tentative:   Unconfirmed Orders (non-allocated). 

Reorder Point: Quantity that triggers a Re-Order Report.  

Open POs:        Quantity in open Purchase Orders.  

Defect OnHand: Defective units in warehouse.  

Price/ Comm%: Unit Price and Commission percentage.   

Qty Breaks:   Quantity Price Breaks: 
Quantity:  Minimum units for the discount.    

Price:   Discount price.    

Comm%:   Commission rate for this quantity/price.  

 

Middle of Screen:    

Last Physical Count at & Date of last Inventory Physical or Cycle Count.  

Cost                Companyõs current unit Cost.  

Dead             Dead Net Price (lowest possible price for commission). 

 

Upper Right, Below Description: 

Last Year Sales: Previous yearõs Net Units and Net Sales $-Amount. 

 

Right Side Columns, Current-Year by Month:  

Replace     Quantity replaced through 701 
 Returns/Repairs each month, with  

year-to-date total. Point-of-Sale returns/exchanges are NOT 
included here. 

 

Mo.          Month column, in calendar or fiscal year order.   
 

Units           Net Units Sold: Unis Sold minus Units Credited each month, with 
year-to-date total. 

 

Net Sales           Net Sales Amount: Dollars Sold minus Dollars Credited each 
month, with year-to-date total. 
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[Buttons] (F-Keys):  
 

 [Help] (F1): Brings up a òHelpó window with information about the cursorõs  
field.  From any [Help] (F1) window, press [Extended Help]  (F2) 
for detailed information about the entire screen. 

  

[Exit] (F3): Cancels the current screen and returns to the menu. 

[Prompt] (F4):  For fields with a lookup icon, lists all data choices for the field. 

 [Dimensions]  (F7): Unit and Casepack Dimensions window, displays shipping  
metrics for the Stock Number.  
 

[POs] (F8): Displays a list of open and closed Purchase Orders for the  
Stock Number.  
 

[Whse] (F9):  Displays a window showing warehouse quantities of the stock.  

[Comments] (F10): Brings up the Comments window for this Stock Number. 

[Sales Details] (F11): Displays a window with the monthly Units Sold and Units  
Credited for this year-to-date. 
 

[Cancel] (F12): Cancels the current screen and returns to the previous screen.  

[History] (F13):  To Daily Stock History list screen.  Display the Stock Status screen  
for any day in History, and/or display Audit screens for any 
warehouse transaction.  

 

 

For a details of the Stock Status screenõs Button/ F-key functions, see Option 307/308. 
Stock Status Display.   
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Stock List by Email [ Inv. Email] : 
 

A companyõs real-time Inventory File, can be sent by email as a CSV document.  This report 
provides up-to-the-minute data for stock levels and order fulfillment, and is useful for 
warehouse and inventory management. 
 

The file can be opened with a spreadsheet (like MS Excel®) or other program.  It can then be 
saved, or converted into a table or other format.  The rows contain all active Stock 
Numbers, in Stock Number order.  Columns for Description, Reorder Point, Mfr, UPC, 
Cost, Price and Weight come from the primary stock record.  Quantity columns include 
units On-Hand, On Order, any with Holds, and Shipped (Comp status, orders completed 
today).  
 

Non-stock records (Mfr. ZZZ) (which donõt have quantities) are not included. 
 

The Inventory Email report can be sent as often as desired throughout the day; the 
timestamps distinguish the sequence of the reports.   

 

þ To E-mail an Inventory File: 

From the 301 Work with Inventory List screen,  
 

Č Press [Inv Email] . 
 

An Inventory File by Email window appears. The cursor is in the Email Address field.  The 
Companyõs (Set-Up Menu) email appears by default, but can be edited.   

 
Inventory File by Email window 

 

Č View, or key Email Address, [Send Email]. 
 
 

The inventory file is e-mailed, with the Subject Line: Automated Inventory from 
Warehouse.  The system returns to the Work with Inventory List screen. 
 

 If the CSV file is opened with MS Excel; it appears as a worksheet with a Tab:  
 

 
Inventory Status Worksheet Tab 

 

 The Tab identifies the Report; in this case: 
  Inv  Inventory File  
  125  Company Number 
  20130306 Date: YYYYMMDD format  
  144459  Time: HHMMSS format (with hours 1 ð 24)
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Email Inventory File (In spreadsheet/table format): 
 

Columns: Stock Number  Inventory Record Number 
 

 Item Description Stock Description 
 

On H and   Qty On-Hand; All Stock in the Warehouse. 
 

Allocated   Stock allocated to Active Orders. 
 

Available  Quantity On-Hand, less Quantity Allocated (to active orders). 
 

Short   Additional Quantity needed to fill current active orders. 
 

Back Order   Units needed for all orders with BO Holds. 
 

Crd Hld   Units needed for all orders with Credit Holds. 
 

Future Ship  Units needed for active orders with Ship-Dates after today. 
 

Tentative  Units in prospective, unconfirmed orders.  
 

Shipped   Units in todayõs already-completed orders (status=SHIP or COMP) 
 

R.Point   Re-order Point, specified in the 301 Stock record. 
 

Mfr Abrv  Manufacturer Code/Abbreviation 
 

UPC   Unit  Universal Product Code 
Price   Unit Price 
 

Cost   Unit Cost 
Weight   Unit Weight 
UOM    Unit of Measure
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OPTION 302:  Add/ Adjust Stock  
  

Use this option to enter quantities to stock records; only items that already have 301 
Inventory records can be added.  Use this receiving process with or without a barcode 
scanner.  Both positive and negative stock entries can be made here; negative entries are 
useful when deducting from inventory without billing a customer.  

Note that the system administrator can restrict each User ID to work in only one 
Warehouse.   

This process assumes youõll use a scanner, with UPCs, to identify stock.  The Item 
Scanning Window appears before the primary Add/Adjust Stock screen.  To receive by 
selecting each Stock Number, just [Cancel]/[Exit]  the Scanning Window. 

For companies using Automatic Cost-Of-Goods-Sold, the Select PO# window appears 
first, and selecting a PO (either Spot-Buy or Standard PO) is mandatory.   

For companies that manually calculate COGS, specifying a PO is optional.  If you issue 
POs, however, do receive with them, or your Stock Status screens will continue to show the 
stock as still on-order. 

This 302 Receiving process assigns System Serial Numbers for each lot of stock received, 
but does not record a Warehouse Location.  Use the Scanner Gun Menu Box-In  or 
Pallet-In  process if you use the Warehouse Locator system.  

As stock is received thru the scanner window, it forms a receipt list on the main 
Add/Adjust screen.  Use this list to verify quantities and confirm Stock Numbers.  When 
keying or selecting Stock Numbers directly on the detail screen, use [Tab] to advance the 
cursor.  [Enter] will save all entries, but it also removes the confirmation list from the 
screen.   

Note that a Vendorõs Stock Numbers can differ from yours.  UPCs prevent confusion, but 
confirm your corresponding Stock Numbers with the 301 Inventory list option 
9=Vendor/Item Info screen, which displays both Stock Numbers, along with your 
Description.  

 

þ To Select Add/Adjust Stock: 

Č Click on 302. Add/Adjust Stock, or 

Č Key command ò302,ó [Enter]. 
 

The Company Selection screen appears. 

 

Company Selection window 
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Č View, select or key Company Number, [Ent er]. 

Use [Prompt], if desired. 

 
The Add/Adjust Stock screen appears, with the Item Scanning window at upper right. 

 
Add/Adjust Stock screen with Item Scanning window 

 

þ To Record Stock Received: 
 

Before recording Stock Numbers and Quantities, select the Purchase Order being 
received (if this is a PO receipt: Optional).   
 

For Standard POs, use the Release Number ò1,ó or specify the correct   
PO òversionó. 
 

For Spot-Buy POs, leave the Release field blank.  
 

In the Item Scanning Window, 
 

Č Click on [Select PO]. 
 

The Select PO# Window appears. 

 
Select PO window 

 

For companies with Automated Averaging COGS, the Select PO# window is 
automatically displayed first   For these companies, purchase orders are NOT 
optional. If necessary, exit  this screen and create a Spot-Buy PO.  Use the 750 
Financial Menu Option 750.302 Work with Spot-Buy POs.  

 

 

Č Select or key the PO and Release Number, then [Exit] . 
   Use [Prompt]  to select from the list of Purchase Orders, or key  
   the PO Number and Release Number. For a Spot-Buy PO,  
   leave the Release field blank.  
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The Add/Adjust Stock screen, with the Item Scanning window, reappears.  The PO#  
displays on the screen, and the cursor is in the Quantity field.   
 

 

Receive using a Scanner:  

 

With a scanner, the UPC is the Stock identifier.  Each Stock Number record may 
have three associated UPCs (for the Unit , an Inner Pack, and/or the Casepack).   
 
Be sure the Quantity you enter reflects the specific UPC youõre scanning.  If there 
are 24 units in one package:  

¶ use the Quantity 1 with the Package UPC, or  

¶ use the Quantity 24 with the Unit UPC. 
 

Č Key Quantity, [Tab]  
 

Č Scan the UPC. 

The UPC can be manually keyed, as well. Even without a 
scanner, the UPC assures that the correct Stock Number is 
assigned to the item. 

 
The Item Line appears on the Main Add/Adjust Stock Screen. 

 

Č Continue adding the Quantities and the UPCs, until the 
shipment is finished. 

 

Č Press [Exit] . 
 
 

The Item Scanning Window disappears. The scanned stock is listed on the 
Add/Adjust Stock detail screen.   
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Add/Adjust Stock main screen 

Layout, Add/Adjust Stock main screen 
 

Columns: Seq#:   The screenõs item line 
 

 Quantity:  Units of stock received 
 

 Stock No. Inventory Stock Number, and 
 

Memo:   Remarks; this field appears in Inventory Reports.  The PO Number   
appears by default (if one is specified), IF no note is added here. 

 

Active [Buttons] (F Keys) for this screen:   
 

[Help]: (F1)  Displays information about the cursorõs current  
field.  From the [Help] window, press the [Extended Help] (F2) 
button for general information about the entire screen.    

 

[Exit]  (F3):  Returns to the Inventory Menu screen. 
 

[Prompt] (F4):   In fields with  symbol, brings up selection list. 
 

 [Scan UPC] (F6): Brings up the Item Scanning Window, allowing  
 line item entries with UPCs 

 

 [Select PO] (F8): Brings up the receiving Select PO window, to  
specify Purchase Order and Release numbers. A PO is required for 
all stock Add and Adjust transactions in Companies with 
automated Cost Averaging.   

 

[Cancel]: (F12): Returns to the Inventory Menu screen. 
 

[Continue] (Enter): Saves any change or addition. 
 

  



 Inventory Menus 

6/6/2016 Inventory Menus 43 

 

On the main Add/Adjust Stock screen; the items are identified, now, with their 
Inventory Stock Numbers.  The UPC field does not appear here. 

The Quantities displayed here are always Unit Quantities.  The system has 
multiplie d the specific UPCõs Unit Quantity by the Quantity received. 

An entry in the Memo field will appear in Inventory activity reports.  If a PO was 
selected, it will appear in the Memo field on reports IF no other entry is made her. 

Verify the list against the shipmentõs Packing List and the Purchase Order. 

 
 
To save the records, 

Č Press [Enter].  

 
The entries disappear from the screen, and have been recorded as received.  The 
Stock is immediately available for sale.  The system displays the quantities in 
Inventory records, and can allocate the stock to active orders. 
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Receive without the Scanner:  
  

When entering receipts by Stock Number, the running list is helpful in verifying 
accuracy.  To maintain the list on the screen, use the [Tab]  key to advance the 
cursor.   [Enter] will save accumulated entries, removing them from the screen. 

 
From the 302 Item Scanning Window, 

Č Press [Exit]  (F3). 

 

The main Add/Adjust Stock screen appears.   
 

Č View Company Number & Warehouse Number: 

3 digit, numeric, each field.  Names display, too. Identifies selected 
Company, and the Warehouse assigned to the User ID. 

 

Č View: Receiving PO#: 

3 digit, numeric-2 digit numeric.   Display only.  To select or correct 
the PO, Click on [Select PO]. 

 

Č Key: Quantity, [Tab]  

Up to 7digits, numeric.  Confirm the count on the packing slip. 

 

Č Select or key: Stock Number , [Tab]  

Up to 30 digits, alphanumeric. Use [Prompt] to select, if desired. 

 

Č             Key Memo, [Tab] 

                         Up to 30 digit, alphanumeric. Optional.  This field prints on  
                         Inventory activity reports. The PO Number appears by  

    default (if one is specified), IF no note is added here. 
 

Č Click on [Next] for additional item lines.  

 

Č Press [Enter]  to Save Entries. 

 

The system returns to the 300. Inventory Menu.  The entries disappear from the 
screen, and have been recorded as received.  The Stock is immediately available for 
sale.  The system displays the quantities in Inventory records, and can allocate the 
stock to active orders. 
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Remove Stock from Inventory:  

Stock that is damaged or unsaleable can be deducted from a warehouse 
here. Remember to add the stock to the 900 R/R Warehouse, or account 
for the loss otherwise. 

 

 þ To Remove Stock from Inventory: 

From the 302 Item Scanning Window, 
 

Č Press [Exit]  (F3). 
 

The main Add/Adjust Stock screen appears.   

 
 

Č View: Company Number & Warehouse Number: 

3 digits, numeric, each field.  Names display, too. Identifies selected 
Company, and the Warehouse assigned to the User ID. 

 
 

Č Key: Quantity, then key ò-ò, [Tab]  

Up to 7digits, numeric.  Key the quantity with a negative sign 
(minus key and hyphen are the same here). 
 

Č Select or key: Stock Number , [Tab]  

Up to 30 digits, alphanumeric. Use [Prompt] to select, if desired. 
 

Č             Key Memo, [Tab] 

                         Up to 30 digit, alphanumeric. Optional.  Identify the transaction;  
    this field prints on Inventory activity reports.  

 

Č Press [Enter]  to Save Entries. 

 

The system returns to the 300. Inventory Menu.  The entries disappear from the 
screen, and have been deducted from inventory. 
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OPTION 303:   Work with Manufacturer Abbreviations   

 

Display, add, change, or deactivate Manufacturer Codes here.  Two basic codes are 
automatically created for each new Company:  the Companyõs own (abbreviation) Mfr code, 
and òZZZ,ó for intangibles.  Add additional codes to suit your business needs.  A 
Manufacturer Code is required in each 301 Inventory Stock record, so setting these codes 
up first will be helpful.  

 

Manufacturer code Mfr. òZZZó is useful for non-stock, intangible items.  Restocking or 
handling fees, line-item discounts, tax, and freight do not need the integrated inventory 
management functions of the software, but are still included in accounting and reports.  

 

þ To Work with Manufacturerõs Abbreviations:  
From the Inventory Menu, 
 

Č Click on 303. Work with Manufacturer Abbreviation, or 
 

Č Key command ò303ó, [Enter]. 

  
The Work With Manufacturer Abbreviations selection screen appears.  

  
Work With Manufacturer Abbreviations selection screen 

 
 

þ To Display a Companyõs Manufacturer Abbreviations: 

 Č Select or key Company Number , [Enter].  

    3 digits, numeric.  Use [Prompt] to select, if desired. 
 

The Work with Manufacturer Abbreviations list screen appears.  The list is sorted in 
alphanumeric order for the Abbreviations. 
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Work with Mfr Abbreviations list screen 

 
The screenõs Columns are:  

 Opt:  The active Options field.   
 

 Manf Abrv: 1-to-3 digit Manufacturer Abbreviation or code 
 

 Description: Manufacturerõs/Codeõs full name 
 

 Del:  A òDó indicates a deactivated record. 
 

Options List:  
2=Change:  Display and edit the record. 
 

3=Copy:  Create an identical record (which can be edited). 
 

4=Delete:  Hide an inactive record, preventing its use.  To reactivate,  
use 2=Change, and remove the òDó from the Delete Code 
field. 

 

5=Display:  Display a record without editing. 
 

10=Comment: Display the active Comment window for this record   
 

Active [Buttons]  (F-Keys) include: 
 

[Help]: (F1)  Displays information about the cursorõs current field.   
From the [Help] window, press the [Extended Help] (F2) 
button for general information about the entire screen. 

 
[Exit]:  (F3):  Returns to Inventory Menu screen 
 

[Prompt]: (F4): In fields with  symbol, brings up the selection list.  
 

 [Refresh]: (F5): Re-compiles the list, showing newly added data. 
 
 [Add]:  (F6): Brings up a window to create one new record. 
 
 [Cancel]: (F12): Returns to the previous screen. 
 
 [Add Multiple]:  (F18):  Brings up serial windows to add multiple new  

records, instead of returning to the list screen. 
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   [Continue]: (Enter) Saves any change or addition. 
 
 

þ To Edit a Manufacturerõs Abbreviation: 

   From the Manufacturerõs Opt box, 
 

Č Select ò2=Changeó, or 
 

Č           Key ò2ó, [Enter] . 

 

The Change Manufacturer Abbreviation screen appears. 

 

             Change Manufacturer Abbreviation screen 

 

Č View the Manufacturerõs Abbreviation, 

Up to 3 digit, alpha/numeric.  The code is display-only here, and 
cannot be edited. 

 

Č Edit òManufacturer Description, [Enter] . 

24 digit, alpha/numeric.   The name of the manufacturer or code.  

 
The system saves the change and returns to the Work with Manufacturer 
Abbreviations selection screen. 

 
 

þ To Deactivate a Manufacturer: 

   From the Work with Manufacturer Abbreviation list, in the Opt field, 
 

Č Click on ò4=Deleteó.  
 

The Delete Manufacturer Abbreviation confirmation screen appears. 

 

Č Press [Enter] to confirm deactivation, OR 

Č Press [Cancel]  to abort deactivation. 
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The system returns to the Work with Manufacturer Abbreviation list screen. The 
Manufacturer is still in this list, with the Delete code, but does not appear in the 
Inventory [Prompt] list. 

 

þ To Add a New Manufacturerõs Abbreviation Record: 

From the Work with Manufacturer Abbreviation list screen, 
 

Č Press [Add]. 
 

The Add Manufacture Abbreviation screen appears. 
 

 
              Add Manufacture Abbreviation screen 

 

Č Key Manufacturerõs Abbreviation, [Tab]  

3 digit, alpha/numeric.  Assign an up-to-3-character code for the 
manufacturer.  

Č Key: Description, [Enter]  

Up to 24 digit, alpha/numeric.  A full Manufacturer Name. 

 

The system adds the record to the file and returns to the Work with Manufacturer 
Abbreviation list screen.  The new record appears in the list. 

 

Note: There is no separate report or list of Manufacturersõ Abbreviations, although 
the screen lists may be printed.   

808. Manufacturer's Available Stock List  can be used to verify stock for one or for 
all manufacturers.  Stock Numbers with a Quantity of 0 do not appear on that list. 

In the 300 Inventory 320 Additional Reports Menu, the 354. On-Hand Stock 
Price/Cost List can sort by Manufacturer, with a separate page for each 
Manufacturer. All Stock Numbers are included, regardless of On-Hand Quantites. 
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OPTION 305:   Work with Inventory Category/Class Code  
  

Inventory Category and Class Codes serve several accounting functions: 

¶ They allocate revenue in the companyõs accounting process.  Sales income is 
recorded to the companyõs General Ledger Accounts through these codes. 

 

¶ They can segregate stock and services, or divisions of the business. 
 

¶ Their properties define whether stock is  
o taxable (for Sales Tax),  
o returnable (through Point-of-Sale [POS]), and  
o whether sales commissions apply.  

 

Each Inventory Class/Category code has two components:  

¶ A 2 digit (numeric) Category Code, and 

¶ A 3 character (alphanumeric) Class Code. 
 

New-company default Categories are  

¶ 1= Ordinary Sales (Inventory Stock), and  

¶ 2= Intangibles (Services, Taxes, and other non-stock services and income).  

Change, or add to these, if desired. 
  
New-company default Class Codes are  

¶ Class/Mfr  Code (your Company Abbreviation, from the Admin Menuõs 625 
Company Setup) for Ordinary Sales Income. If the default Class Code is assigned 
to all inventory stock, the system will compile only one Ordinary Income figure for 
financial statements.  

¶ FRT (Freight Income) * ,  

¶ TAX (Sales Tax Liability), and 

¶ GIFT  (Gift Card, for Unearned Income Liability) 
 

Your company might use additional Category and Class Codes for different manufacturers 
or product lines.   These Category and Class Codes, then, can be used to determine stock 
eligibility for sales commissions, for charging sales tax (and accruing tax liabilities), and for 
returns permission for POS. 
 

These codes cannot be used for, say, separate sales channels (such as retail, ecommerce, or 
wholesale).  Use a separate Warehouse/Location to distinguish the same Stock Number 
sold through separate channels. Use separate Territories (which can carry different 
Commission Rates) for the Customer Accounts used for Point of Sale (Cust. 001) and for 
cash-and-carry (Cust. 99) to report on these sales channels. 

 

The option to Work with Inventory Codes is available in two other ConveyorWare menus: 
in 750.200 Financials General Ledger, and in the Admin 600 Setup Menu. 

Note that Category and Class codes always appear together.  As an Inventory Code 
record is added, both codes are specified.  As each Stock Number record is created, the code 
selection list includes only these combinations of the two codes.  Any selection fills both 
code fields in the Stock Number record. 

 

*Reimbursed expenses can be assigned to an Income (or Expense) account.  Freight cost is 
commonly accounted for in this way. 
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þ To Work with Inventory Class Codes: 
Č Click on 305. Work with Inventory Class Codes, or 

Č Key command ò305ó, [Enter]. 

 

The System displays the Work with Inventory Class Code selection screen for the default 
Company.  To display a different Company list, 
 

Č Select or key Company Number , [Enter] . 
 

The Work with Inventory Code list screen appears, with the Companyõs code list.  

 
   Work with Inventory Class Code selection/list  screen 

Layout for Work with Category/Class Code list screen 
 

  Columns:  Opt:  Options field: Select 2=Change, or 5=Display.  

Cmp:  Company Number 

Catg, Class: Category Number and Class Code. 

Description: Short (1st line, up to 15 characters) &  
 Full (2nd line, up to 60 characters) Descriptions of 

the Category/ Class Code 
 

Loc. Business Location; this field comes from the 
Admin 626 F6=Setup Financials menu, not from 
the Warehouse location in the Inventory menu. 

 

G/L Account  General Ledger Account Number, with any 
Department/ subaccounts.   

 

Tax?  Is Category/Class subject to Sales taxes? 

Return? Can the POS system allow customer returns? 

Comm?  Will Sales Commission accrue? 

Cmt  Comment; *  indicates text in a [Comments]  
  window for this record.  
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Active [Buttons] (F-Keys) include: 

 [Help] (F1)  Displays information about the cursorõs current  
field.  From the Help window, press the [Extended Help] 
(F2) button for general information about the entire 
screen. 
 

 [Exit] (F3)  Returns to the Inventory Menu. 

[Prompt]  (F4) In fields with icon, brings up the selection list. 

[Refresh] (F5) Re-displays a list screen with new data included. 

 [Add]  (F6) Brings up a new Category/Class code screen. 

 [Cancel] (F12) Returns to the previous screen. 

 [Add Multiple]  (F18) Brings up a series of new Category/Class  
   code screens.  

 
 
 
 

þ To Add a New Inventory Category/Class Code:   
 

Č Click on [Add] . 
 

The Inventory Category and Class Code detail screen appears. 

                         
Add Inventory Category & Class Code detail screen 

 
 

The Company Number is specified.  All other fields are empty.  Notice the [Comments]  
button; existing Comments are flagged in the code list. 
 

 

Č Key Category, and  Class Code, [Tab]  

2 digits numeric, and 4 digits alpha.    
 

Č Key Taxable? , [Tab]  

1 digit, Y/ N.  òYó will accumulate sales tax; òNó prevents the 
item from being taxed in transactions. 

 

Č Key Returnable?, [Tab]  

1 digit, Y/ N.  òNó does not allow the item to be returned in the 
POS program, and prints a message on a POS receipt. 



 Inventory Menus 

6/6/2016 Inventory Menus 53 

 

Č Key Pay Commission? , [Tab]  

1 digit, Y/ N.  òYó includes sales for the item in commissions 
calculations. Commissions are accrued in a hierarchy of rates 
from Sales Rep, Territory, Customer, Inventory, and Order 
records. 

 

Č Key Abbreviated Description, [Tab]  

Up to 15 characters, alphanumeric. A Short Label for the Code.   
 

Č Key Full Description, [Tab]  

Up to 60 characters, alphanumeric   
 

Č Key GL Account , [Continue]. 

   GL Acct., GL Dept., and GL Classification in, 0000 000 00  
   format. Use [Prompt] to select; one selection populates all three  
   GL Account fields. 

 
The system saves the new Inventory Code, but remains on the Category and Class Code 
detail screen, ready to add another code. When finished, use [Cancel] to return to the list 
screen, or [Exit] to return to the 300 Inventory Menu.  
 
The Category and Class codes appear as choices in the [Prompt] list in the  

Category  and Class  fields in the 301. Inventory Stock Record.   
 
 

Category and Class Codes are permanent additions to Company records. The codes 
cannot be changed, but their Descriptions, GL Accounts, and accounting properties can be 
edited.  Delete/Deactivate removes a code from the [Prompt] selection list.  

 
 
 

þ  To Edit  an Existing Inventory Category & Class Code Record:  

From the Work with Inventory Code list, in the Opt field of the code to be 
changed: 

Č Click on, or key ò2=Changeó, [Enter] . 
 

The Inventory Category and Class Code detail screen appears. The Company Number, 
Category and Class fields are display-only.  The Properties fields, Description, and GL fields 
may be changed. 

Č             Key any changes, as desired, [Enter] . 

 

The system saves the changes and returns to the Work with C&C Code list screen.  Changes 
to the codesõ property fields apply to all new transactions.  
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þ  To Display an Inventory Category & Class Code Record:  
In the codeõs Opt box, 

 

Č Click on ò5=Displayó 
 

The selected record displays.   

 

Inventory Category and Class Code detail screen  
 

Č Press [Cancel] . 

The system returns to the Work with Inventory C&C Code list.  
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Options 307 & 308:   Stock Status Display  
 

The Stock Status List (display the list with [Enter]) includes the stockõs Last Activity Date.  
Stock Status detail screens display comprehensive information about inventory activity for 
a Stock Number. 

 

A Stock Status detail screen shows Year-to-Date monthly sales, Last Yearõs sales, pending 
Sales Orders, open Purchase Orders, and last physical count.  [Buttons] (F Keys) provide 
windows with more details, and allow drilling down to Audit  screens for each warehouse 
stock transaction.  

 

The user can move directly from one Stock Number detail screen to another, without 
returning to the list screen for selection.   

 

Options 307 and 308 are identical, with one exception: 307 Display Stock Status includes 
Unit Cost and Dead Net Price.  

 

þ To Select Display Stock Status with Costs: 
Č Click on 307. Stock Status Inquiry W/Cost, or  

Č Key command ò307ó [Enter]. 

--OR-- 

þ To Select Display Stock Status: 
Č Click on 308. Stock Status Inquiry, or  

Č Key command ò308ó [Enter]. 

 

 The Stock Status selection screen appears.   

                            
Stock Status Inquiry selection screen 

 

Display the Stock Status Stock list.  The system assumes Warehouse 001; change the 
Company Number, if needed. 

 

Č Press [Enter].  

 

The Companyõs Stock Status List displays.   
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Stock Status list screen 

 
The Stock Status list and detail screens focus on inventory activity.  The Manufacturer and 
Last Activity Date appear here, with indicators for Discontinued Status (òDó) and for 
Stock Comments (*) . 
 
List Options include  

5=Display: Displays the Stock Status detail screen with current stock activity.  

6=History: Displays the Daily Stock History list. 

10=Comments: Displays the Comments window for this Stock Number.  

 

Note that Stock Number  (in the header section) is a position-to field.  Key any 
character (or word) here, or select any Stock Number with [Prompt] to position a long Stock 
list.  This field does not display the Stock Status screen for a specified Stock Number. 

 
 

þ To Display a Stock Status screen from the List, 
   In the Stock Numberõs Opt field, 
 

Č Click on 5=Display. 
 

 

The Stock Status detail screen displays. 

 
 
 



 Inventory Menus 

6/6/2016 Inventory Menus 57 

 

Stock Status detail screen  

Layout, Stock Status detail screen 
 

Top Lines:   (If company has non-calendar Fiscal Year, its time span displays here) 

Co/Whs/Stock>Desc:  Company & Warehouse Numbers, and Description .  

Stock #, Mfr Abbrv: Stock Number, and Manufacturerõs Abbreviation. 

On the Left Side:  

X-Ref:    Cross-Reference Number  

Catalog Page: Where product appears in website or catalog 

On-Hand:    Quantity in-warehouse, including stock allocated to active orders 

Sale Avl:    Quantity available for sale: On-Hand minus Pending. 

 Pending:          Stock allocated to Active Orders. 

Credit Hold:    Stock in orders with Credit Hold (non-allocated).  

Back Order:     Stock in orders with Back-Order Hold (non-allocated).   

Future:       Stock in orders with future Ship Dates (non-allocated).. 

Tentative:   Unconfirmed Orders (non-allocated). 

Reorder Point: Quantity that triggers a Re-Order Report.  

Open POs:        Quantity in open Purchase Orders.  

Defect OnHand: Defective units in warehouse.  

Price/ Comm%: Unit Price and Commission percentage.   
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Qty Breaks:   Quantity Price Breaks: 

Quantity:  Minimum units for the discount.    

Price:   Discount price.    

Comm%:   Commission rate for this quantity/price.  

Middle Column:    

Last Physical Count at & Date of last Inventory Audit  

Cost                Companyõs current unit cost.  

Dead             Dead Net Price (lowest possible price for commission). 

Upper Right, Below Description: 

Last Year Sales: Previous yearõs Net Units and Net $-Amount. 

Right Side Columns, Current-Year by Month:  

Replace     Quantity replaced through Returns/Repairs each month, with year- 
to-date total.  

 

Mo.          Month column, in calendar or fiscal year order.   
 

Units           Net Units Sold: Unis Sold minus Units Credited each month, with 
year-to-date total. 

 

Net Sales           Net Sales Amount: Dollars Sold minus Dollars Credited each 
month, with year-to-date total. 

 
[Buttons] (F-Keys):  
 

 [Help] (F1): Brings up a òHelpó window with information about the cursorõs  
field.  From any [Help] (F1) window, press [Extended Help]  (F2) 
for detailed information about the entire screen. 

  

[Exit] (F3): Cancels the current screen and returns to the menu. 

[Prompt] (F4):  For fields with a lookup icon, lists all data choices for the field. 

 [Dimensions]  (F7): Unit and Casepack Dimensions window, displays shipping  
metrics for the Stock Number.  
 

[POs] (F8): Displays a screen with open and closed Purchase Orders for the  
Stock Number.  
 

[Whse] (F9):  Displays a window showing warehouse quantities of the stock.  

[Comments] (F10): Brings up the Comments window for this Stock Number. 

[Sales Details] (F11): Displays a window with the monthly Units Sold and Units  
Credited for this year-to-date. 
 

[Cancel] (F12): Cancels the current screen and returns to the previous screen.  

[History] (F13):  To Daily Stock History list screen.  Display the Stock Status screen  
for any day in History, and/or display Audit screens for any 
warehouse transaction.  

 
See the following sections for details of the Stock Status [Button] functions. 
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Dimensions/Casepack  [Dimens.] (F7) 
 

þ To Display Package Measurements and Case Quantities: 

Č Click on [Dim.] (F7). 

 
The System displays a window with package dimensions and weights.  This data is 
used by the Order Fulfillment process when shipping stock.  It can also be used by 
the Third-Party Fulfillment process for billing services.  

 
Stock Dimensions screen 

Layout for Dimensions/Casepack window:  
 

Header: Stock Number 
 

Product Class: Inventory accounting code. 
 

NMFC : Cargo classification code. Required for common carrier 
freight transport, this code determines shipping rates. 

 

Columns: Dimension:   Length, Height, Width, Volume and Weight 
 

Unit  Dimensions: Each Unit measure in both US and Metric units. 
 

Casepack Dimensions: Each Case measure in both US and Metric units. 
 

Standard Packs ?: Number of Units per Casepack. 
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Purchase Orders [POs]  
 

This display lists all Purchase Orders for the stock. Closed POs have Org Qty = Rcvd Qty, 
and the date in the final column is the final receipt date.  
 

Open POs have Rcvd Qty=0, and the final date is the ETA, expected date.  Partially 
received POs show the date of last partial receipt.  

 

þ To Display Purchase Orders for this Stock: 

Č Click on [POs]  (F8). 
 

The System displays a screen with current and past purchase orders for the item.   

 
Purchase Orders window 

Layout for Purchase Orders window 
 

Columns:              

   Ship-To Location      Specified shipping Destination. 
Org Quantity Ordered (original) Quantity  

UM  Unit of Measure (e.g., Each, Pound, Gallon, etc.). 

Rcvd Qty Quantity received to date. 

PO # Purchase Order Number  

Rel Release (version of the PO). 

Ln Sequence Line (line-item of the PO#). 

Req Date Required arrival date. 

Rcv Date Expected arrival date, or Date Received. 
 

Active [F] Keys for the Purchase Orders Window: 

[Help]  (F1) Information about this screen  

[Current/All]  (F6) Displays all POs for this stock, or only current POs 

[Sort Loc/Date]  (F8) Changes sorting of POs by Ship-To location, or by 
date. 

[Detail]  (F11) Displays all line-item detail fields for each PO. 

   [Exit]  (F3) & [Cancel] (F12): Exit the window; returns to  
previous screen 
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Purchase Order Details screen 

Layout for Purchase Order details (F11) item-lines 

 
  First Line (displayed in POs screen without [Details])  

ShipTo Loc: Your specified warehouse. 

Ord Qty: Ordered (original) quantity. 

UM:     Unit of measure. 

Rcvd Qty:   Received quantity.  

PO#:    Purchase Order Number.   

Rel:    Release (version) Number   

Ln:    Line-Item on the P.O.   

Req Date:   Required Date  

ETA/Rcv Date: Expected/ Received Date.   

Second Detail Line:  

Vessl:   Ship or Carrier ID.   

Cntr:   Transport Container Number.   

PRO:   Progressive tracking number; assigned by a freight common carrier. 

Third Detail Line:  

BOL:   Bill of Lading Number; assigned by the shipper.   

Invoice:  Vendorõs Invoice Number.   

Notes:   Your comments/description from the PO.   

Vendor #:  Your AP Account Number for this supplier.  
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Warehouse Quantities [Whse] (F9) window 

 

Display locations for each System Serial Number lot. 

  

  þ To Display Warehouse Quantities: 

From the Stock Status Display primary screen: 
 

Č Click on [Whse]  (F9). 

 

 

                        Stock Number Location detail window 

Layout for [Warehouse Quantity] (F9) window 
 

Header:  Stock Number 
Columns:  

Warehouse  Warehouse Name. Each System Serial lot is 
listed as a separate line in its warehouse. 

 

Quantity Number of Units in each System Serial lot  
 
Active [Buttons]:  
 [Repairs/Normal]:  Toggles between display of the 900 Returns  

Warehouse and all other Warehouses 
 

[Cancel]:  Returns to Stock Status primary screen 
  

 

Comments window (F10) 
 

þ To Display Comments for this Stock Record: 

Č Click on [Comments]  (F10). 

 Use a keyboardõs, if desired. 
 

The Stock Number Comments window appears. The same window will display 301 
Stock List and detail screens.  This window is active; comments may be added 
and/or edited. 
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Stock Status Comments screen 

 
 
 

þ To Display the Year-to-Date Sales Details: 

Č Click on [Sales Details] (F11). 
 

The System displays a window with units sold, credited, replaced and repaired for 

each month of the current calendar year. 

 

           

Monthly Sales Detail For Stock Item screen 
 

Note that this Year Detail window lists sales in calendar month order.  For companies with  
a customized fiscal year, the list reflects the fiscal year order. 

 
 

þ To Display a Daily History for the Stock Number: 

From the primary Stock Status Screen:  
 

Č          Click on [History] (F13). 

 

The QOH(Quantity On-Hand) Daily History list displays.  
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Daily Stock History list screen 

 

The QOH History screen displays a list of daily entries for Day-End On-Hand and Audit 
quantities for the Stock Number.  The default date range for this display is current Month-
to-Date.   

 

Note that the QOH and the Audit Quantities can differ in certain situations.  The system 
counts (adds and subtracts) stock in these two òfilesó:   

¶ QOH comes from (stock receipts - stock invoiced).   

¶ Audit comes from (stock receipts - stock shipped from the warehouse). 

 

 

Once this screen is displayed, the headerõs selection fields can be changed; specify any Stock 
Number, and any Date Range. 
 

The Option Field has two choices for each dayõs line: 

5=Display:  Shows the full Stock Status screen for that date. 

6=Audit:     Displays detailed Stock Transactions for that date. 

 

þ To Display an Itemõs Stock Status For a Specific Day: 

From the QOH History Screen, in the Dayõs Opt field:  

Č          Click on [5=Display]. 
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Stock Status screen, specified date. 

The recordõs On-Hand quantity and entries for other stock activity reflect the specified 
dateõs status. 

 

To Display Warehouse Transactions for a Stock: 

From the QOH History screen, in the Dayõs Opt field: 

Č Click on 6=Audit. 

The Display Product list screen appears. 

 
Each sale, stock receipt, and adjustment of the Stock is listed. 

 

The [Print History ]  (F8) key brings up the Print Quantity on Hand History window. 
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Print Quantity on Hand History window 

 

The Screen already displays the Stock Number. A default date range is specified, the first day 
of the current month through today.   
 

Č View, key or select Company Number, [Tab]  
 

Č View, key or select Stock Number , [Tab]  
  

Č View, key, or select Begin Date , [Tab]  

 Use the Calendar Icon to select a date, if desired. 
 

Č View, key, or select End Date , [Print].  

 Use the Calendar Icon to select a date, if desired. 

 

 The system prints the Stockõs QOH History report for the Date Range. 
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Layout for QOH History By Item report 
 

Header:  Screen Code and User ID  
Company, Report Title, Stock Number and Date Range 
Date, Time and Page Number 

 
Columns:  As-Of Date Actual Date of the Transaction 

Run Date/ Time:  Computing Date (after Day-End) 

Item Number Stock Number 

Description Stock Description 

QOH   Quantity-on-Hand (òMasteró file) 

Audit:  Quantity-on-Hand (òAuditó file) 

Open:   Pending Quantity, in Active Orders.  These may be 

allocated (already subtracted from QOH) or not-yet 

allocated. 

 

ü   To Exit Stock Status Inquiry: 

Č Click on [Exit ]  (F3). 
 

The System returns to the 300. Inventory Menu screen. 
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OPTION 309:    Stock Number Cost Display  
 

Average Cost can only compute for companies that work with Purchase Orders, and only 
the stock received against purchase orders is included in the computation.   The average 
cost here is NOT the cost-of-goods-sold, but is the average cost of the Stock Number 
through its history.  

This option displays the average Purchase Order Cost, the (base or landed) 301 Stock 
Record Cost, and current selling Unit Price for a stock.  Each Stock Number detail screen 
displays purchasing history: the vendor, POs, purchase dates, quantities and costs. 

Only tangible stock displays here; stock with Manufacturer ZZZ does not appear.   

The Comment window for each Stock Number here is local to this screen, and is not from 
the 301 Stock Number record.   
 

þ To Select Display Stock Cost: 
Č Click on 309. Stock Number Cost Display, or  

Č Key command ò309ó, [Enter]. 
 

The Display Stock Cost selection screen appears. 

 
Display Stock Cost selection screen  

  

The Stock Cost header fields can display a specific Stock Number Detail screen, or can 
display the Companyõs full or partial Stock List with Costs.  

  

 

þ To Display the Companyõs Stock List: 

With cursor in the second header line, 
 

Č View, select, or key Company Number , [Tab]. 

   Up to 3 digits, numeric.  This line does not feature the prompt icon. 
 

Č Key partial or full Pos-To Stock Number , [Enter].  

   Up to 30 characters, alphanumeric.  To display the full list, key òAó.  

The Stock List appears, with entries sorted by Stock Number.  
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For each Stock Number, the Option field choices are 5=Display and 10=Comments.  
For this summary list, columns include Warehouse Number, Average Cost, Unit Cost 
and Unit Price.  The Cmt column flags with * when a (local) Comment exists.  

 

þ To Display a Stock Numberõs Cost History: 

In the Stock Numberõs Option field, 
 

Č Click on 5=Display. 

<OR>  

With cursor in the headerõs top Company Number field, 

Č View, select or key Company Number , [Tab]. 

   Up to 3 digits, numeric.  Use [Prompt] to select, if desired. 
 

Č Select or key Stock Number , [Enter]. 

   Up to 30 digits, alphanumeric.  Use [Prompt] to select, if desired. 
 

 

The Display Stock Cost detail screen appears.

 
Display Stock Cost detail screen 
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Layout for Display (Cost) Detail screen 

Header:  

Company :  Company Number  
 

Stock Nbr  : (Selected) Stock Number, above the  
Stock Description 
 

Average Cost: Computed average cost of all stock listed, including stock 
sold, stock in inventory, and stock on-order. 
 

Unit Cost: (current) Cost field from the 301 Stock record (or  
from the Vendor/Item record). 

 

Unit Price: (current) Unit Price field from the 301 Stock record. 
 

Columns:  

Vendor:  Vendor Number (from Opt 750. AP 111 Work with 
Vendors). 

 

Vendor Name:  Vendor Name  

 

PO# -- Rel:  Purchase Order Number with Release Number. 
 

Date Received: Date the Stock was Received. Open POs display 
with no date here. 

 

Quantity:     Quantity ordered. Partially received stock lists the 
full PO quantity, not the received quantity.  

 

Unit Cost:      Cost from the 301 Vendor/Item record for this 
quantity (for a standard 750.301 Purchase Order).  
<OR> 

 The recorded unit cost (for a 750.302 Spot-Buy PO). 
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Option 311:    Stock Number Requirements Display 
 

Display time-blocked activity, for a single Stock Number, for the present, the recent past, 
and into the future.  The default (present) screen shows todayõs activity, the quantities 
needed for current orders, and to fulfill shipments in the immediate future. The stockõs 
confirmed orders, tentative orders, and expected receipts (by Purchase Ordersõ Expected 
Date) display for 15-day periods into the future.   

Activity history can display for receipts, adjustments, and shipments when a (past) Position-
To Date is specified, or the [Page Up] button is pressed. 

 

þ To Select Stock Requirements Display:  
Č Click on 311. Stock Requirements Display, or  

Č Key command ò311ó, [Enter].  

 
The Display Stock Material Requirements selection screen appears. 

 

                     

Display Stock Material Requirements selection screen 
 

Č Select or key Company Number , [Tab]  
1 digit, numeric. 

 

Č Select or key Stock Number , [Tab] 
10 character, alpha/numeric. 

 

Č Key Position-to Date, [Enter]  

  Format: MM/DD/YY. Optional: Default (blank) is for current  
    period, with future two weeks. 

 

The Stock Item Requirements detail screen appears.  Navigate time periods with the 
[Previous] and [Next] buttons, or with [PageUp] and [PageDown] on a keyboard.  
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Layout, Display Stock Requirements detail screen 
 

Company  and Stock Number  (active fields)  
 

 Last Count/1 st Received: Qty and Date (Display-Only) 

 Warehouse :   Number (active: default is ALL), and Description 

 Position-To Date: A past Date displays activity from the specified period.  
Blank (default) = Past 2 weeks, today, and the future.  
 

Columns for:  Date (Range), Activity, Activity Quantity, & (Running) Total Quantity 
 
Activity Date Range:  For the past 2 weeks:  

Stock Receipts,  

Adjustments, and  

Units Sold/Shipped, and todayõs starting Total-on-Hand 

 
Today:    Units Adjusted,  

Units in Orders Completed, and  

Current        Total-on-Hand 

 
     Pending:  Allocated:    Units allocated to Active Orders.  

Back Order:     Units with Back-Order Hold.  

Credit Hold:     Units with Credit Hold: Total After Pending 
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Use the [Previous] and [Next]  buttons (or use [PageUp] and [PageDown] on a keyboard) 
to navigate time periods for this display.  

 

Č  Click on [N ext].  
 
Future Date Ranges:     Two-week increments showing: 
 

Expected Receipts:  Stock on order with Expected Date in this date  
range. 
 

Active Orders:  Orders with Ship Date in the range; these may include  
orders with holds. 
 

Tentative Orders:  Unconfirmed orders. Orders with this status can help  
with stock planning.  No stock is allocated until the order 
is òreleasedó from Tentative to Active Status. 
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OPTION 312:    Purchase Order Inquiry 
 

Display the Stock line-items for both open and received Purchase Orders.  Formal POs and 
Spot-Buy POs (used for stock-in-hand purchases) appear here.  
 
Use the header fields to search and sort for PO line-items: 

¶ Vendor  

¶ Stock Number  

¶ PO Number  

¶ Vendorõs Invoice Number, or  

¶ Bill of Lading Number. The display offers the choice of a summary list, or a details 
display ([More Information], F6), which provides date, transportation, and cost fields. 

 

þ  To Select PO Inquiry:  

Č Click on 312. Purchase Order Inquiry, or   

Č Key command ò312ó, [Enter] 

The Purchase Order Inquiry Company selection screen appears.   
 

 
 

Č View, select or key Company Number , [Enter].  

   Up to 3 digits, numeric.  Use [Prompt] to select, if desired. 
 

 The PO Inquiry selection screen appears.  

 

Purchase Order Inquiry screen 
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Use ONE of the following fields to search:  

 

Č Select or key Stock Number , [Enter].   

Up to 10 digits, numeric.  A Position-To field: An entry/selection  
here sorts the line-items by Stock Number , positioned to the 
Stock Number.  Use [Prompt] to select, if desired. 

 

Č Select or key Vendor Number , [Enter].  

Up to 5 digits, numeric.  A Position-To field: An entry/selection 
here sorts the line-items by Vendor Number, positioned to the 
Vendor.  Use [Prompt] to select, if desired. 

 

Č Key PO Num & Rel , [Enter].  

    Up to 6 digits, then up to 3 digits.  A Position-To field: An  
   entry/selection here sorts the line-items by PO Number,  
   positioned to the PO.  Use [Prompt] to select, if desired. 

 

Č Key (AP) Invoice Number, [Enter].  

   15 digits, numeric.  A Select and Position-To field: An  
   entry/selection here selects only the line-items with a Proforma  
   or Invoice Number, and positions the list to that number.  
 
 

The following three fields can identify line-items arriving by specified transport 
fields:  

Č Key Bill of Lading , or 

17 character, alpha/numeric.  Transportation contract number for 
truck or air carriers (Air Bill). Bill of Lading links the shipment 
with the shipper and the recipient. 

Č Key Vessel ID, or 

20 digits, numeric.   i.e., Ship, Train, Flight, or Truck. 

Č Key Container, [Enter]. 

12 digits, numeric.  ID Number of shipping container. 
 

 

Three Date fields do not sort or select:  

Č Key DATE, [Enter].  

8 digits, numeric. Format mmddyyyy. 

1 digit, numeric.  search by (1st field) Date Required, (2nd field) 
Estimated Arrival Date, or by (3rd field) Date Documents 
Received. 
 

The Purchase Order Inquiry List screen appears.   
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Purchase Order Inquiry List screen 

Layout, Purchase Order Inquiry List: 

Columns:  
Vendor    Vendor Number and Name    

PO Num, Rel   Purchase Order Number, and Release number.       

Ln    Item-Line on the PO.       

Item Number   Stock Number.       

Location   Company Location Name     

Quantity   Quantity ordered. 

 

þ  To Display Line-Item Details:  

Č          Click on [More Information].  

The Purchase Order Inquiry screen re-appears with additional lines for each line-item.   

 

Purchase Order Inquiry List Details screen 
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Purchase Order Inquiry Details screen (For each Line-Item): 

Line 1: 

Vendor:   Vendor Number and Name    

PO Num, Rel:  Purchase Order Number, and Release number.       

Ln:    Item-Line on the PO.       

Item Number:   Stock Number.       

Location:   Company Location Name     

Quantity:   Quantity ordered. 

Line 2:    

Vessel:   Vessel ID. i.e., Ship, Train, Flight, or Truck. 
  

Container:          Identification number of container.     

 

Bill of Lading:   Transportation document number (mainly used with truck  
or air carriers; air carriers may call it an Air Bill Number). 
Bill of Lading links the shipment with the owner.  

 
Date Re:.   Date required. Order may be cancelled if not received.     

   
Date Arrv.:  Expected Arrival Date.       

   
Doc Recvd: Date documents relating to the shipment were received. 

Line 3:  

Prof:  Proforma Number: pre-shipment invoice, or binding  
estimate. 
 

Inv:  Vendorõs (final) Invoice. 
 
U. Cost:   Unit cost. 
 
Total:   Extended total for this line of the purchase order. 
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OPTION 313:  Stock Receipts/Adjustment s Today Report 

This report lists all adjustments to the companyõs inventory, sorted by Stock Number, for 
todayõs date only. Only tangible Stock Numbers with activity today are included (no ZZZ 
stock or services). The UPC, Reorder Point, Quantity Received, and Quantity On Hand are 
included, as well as the time entered, R/ A Code, and receiving memo. 

Todayõs Sales transactions are NOT included; sales and shipping data are not finalized until 
Day-End.  For real-time order fulfillment status, use the 301 Ww Inventory list screen 
[InvEmail ]  report. 

 

þ To Print a Receipt/Adjustment to Inventory Report: 
Č Click on 313. Receipt/Adjustment Report by Day, or  

Č Key command ò313ó, [Enter] 

 

The Company Selection screen appears.  

 
Stock Receipts/Adjustments Today selection screen 

 

Č View, select, or key Company Number , [Print] . 

3 digits. Use [Prompt] (F4) to select the Company, if applicable. 

 

The system prints the report and returns to the 300 Inventory Menu. 

  


