Inventory and Point of Sale
104. Inventory and Point of Sale 1.5 Hours 
Anyone who has inventory knows how hard it can be to keep track of it.  We will help you get started right and make some suggestions to create good internal procedures.  We will cover:
· Understanding the inventory screen including using history and details 

· Adding to the inventory list 

· Purchasing items using the inventory list 

· Adding items "On The Fly" 

· Receiving inventory 

· Selling inventory through design projects 

· Selling inventory through point of sale 

· Adjusting inventory 

· Entering beginning balances 

The Inventory screen is: 

Organized by:   1. Vendor    2. Inventory ID
Inventory ID’s must be unique.  Duplicates will be rejected.
Think of the inventory list as a catalog.  It is simply a list of items that have been or may be offered for sale at some point.
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Inventory ID Vendor Description OnHand | OnOrder | Committed | Available Cost. Active
O|~20 wisc. 'SET 0D SIX GINORI CUPS. 2 0 1 1 535000 Yes
0| 100 ATLANTIC | BERGSTROM MONOTYPE 0 0 0 0 5000 | Yes
0 w01 ATLANTIC  MERKIN HEGLOMANIA Yes
Qw170 ATLANTIC | EISEMANN TOMATO 0 1 0 1 52500 Yes
0| w224 ATLANTIC | EISEMANN NATURE HORT 1 0 0 1 52500 Yes
0jacos CONNELLY  TINY LUMINARE 0 0 0 0 5000 | Yes
¥ Ac08 CONNELLY | ORIG. COLUNN DETAI] Yes
0]ac-10 CONNELLY  ORIGINAL BACCIOCIO Yes
Oacar CONNELLY | PEASANTS Yes
D acss CONNELLY | SCONCE Yes
Oacs: CONNELLY | BOATING SCENE 1 0 0 1 525000 Yes
Oacss CONNELLY | GARDEN SCENES 0 1 0 1 57500 | Yes
O ace2 CONNELLY  DEWITT PRINT 0 1 0 1 517500 Yes
Oac7o CONNELLY | VILLAGE SCENE; 18TH CENTURY 0 1 0 1 557640 Yes
Olac7t CONNELLY | ANTIQUE DRAWING Yes
Inventory ID: [AC-06 Location: 3843 (ORIG. COLUNN DETAIL
Vendor: [CONNELLY v Code 1: |ACC v
Product#: v Code2: v
Sales Code: [\GG = Received: [0/2612000
Acive: [Ves = Replacement 5000
unit |Each Refail Price 1: | $1800.00
WarkUp % 9
Purchase Cost 5900.00 SellingPrice: [ $1,800.00
Freight 5000 Freight 5000
Crating 5000 Crating 5000
Installation: $0.00 Installation: | 50,00 |
e —— e ——
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Note that the items within the box have never been ordered, received or sold, but they are still part of the inventory list.
1. On Order – Purchase order created, not yet received.
2. On Hand – Ordered and received, or adjusted (automatically received).

3. Committed – Entered as an item in Design Projects to be sold to a client, but not yet invoiced.
4. Available – On hand less Committed

5. Cost – Cost of all items received, on-order, and committed.  Cost is not reduced until an item is invoiced to a client through Design Projects or Point of Sale.
INVENTORY HISTORY

This is the history of one item with 2 On Hand and 1 Available
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InventoryID | Vendor ciient [ PO.# [invoice# | Primary | Ordered |Received| Sold | Consign |  Cost Description

0= isc ARUSTRONG, SET 0D SIX GINORI CUPS
Oz isc INVENTORY 0 Ves 2 2 No 535000 Adinvntory SET OD S GINORI
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inentoyiD | Vendor | Glent | P.O.# [invoice# | Primary | Ordered [Receved| Sold | Cansion| Gost Description
0 == CONNELLY INVENTORY | 6541 Yes 1 1 No 53250 TINYLUMNARE
|O]ac0s CONNELLY |ARMSTRONG, 14867 ($32.50) TINY LUMINAIRE





ADDING TO THE INVENTORY LIST

You can add items to the inventory list in either of two ways.

1. Click ADD from within Files | Inventory.

2. Add an item “On the fly” while ordering inventory from within Design Projects.
1. Adding from within Files | Inventory.
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Product refers to the Manufacturer’s product number.  Frequently I see firms using a combination of the vendor id and the mfg’s product number used as the Inventory ID.

Location refers to where the item is physically located.  (Storage #1, showroom, etc.)

Code 1 & Code 2 are user defined.  Frequently I use these fields for location as opposed to the location field just because I can use these in report look-ups.

Received is automatically completed when the item is “Received”.

Replacement and Retail Price 1 are for use on labels.  They are not used anywhere else by default.

Items must actually be “ordered” through the design projects screen.  What you are doing now simply adds an item to a catalog.

2. Adding items “On the fly” while ordering inventory from within Design Projects.

Although it is convenient to add items “On the fly”, there are also some disadvantages.
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Open Design Projects and enter INVENTORY as the client.  Click ADD.

Enter information to create a new Inventory Item.  Make sure that the Inventory ID is that LAST field that you complete.

Only the information completed at the point that the Inventory ID is entered will be included in the information that is automatically transferred to Files | Inventory.

If an item with insufficient quantity available is selected, the user will be unable to increase the quantity from 0.

All “Ordered” inventory must be “Received” from within Files | Inventory.
Click “Show All” to view all of the items previously received. 
SELLING INVENTORY  - DESIGN PROJECTS
Open Design Projects and enter a client to sell an inventory item to.  Click Add and select an item from inventory.  Works just like normal design projects, except that you select an inventory id.
SELLING INVENTORY - POINT OF SALE


Click Files | Point of sale

Client XRETAIL is normally used for Walk-Ins, but you can use any client in the Address list.  The XRETAIL client MUST exist as a client in the address list to use the Point of Sale module.
Click Add and select an item from the inventory list.  Enter a discount if appropriate.  Note: the discount cannot be blank.  It must be either 0 or an actual percent.

Payments can be entered immediately by completing the payment field.  Click the invoice button and an invoice is created showing the payment received.  It is not necessary that a payment be received at the time of invoice.  The payment can be received at a later time, just as with design projects.

Important note: Point of sale can be used to sell items that do NOT exist in inventory.  Simply skip the inventory id field and complete the other fields.  The item can be invoiced just as if it were an inventory item.  This is very convenient for selling items found on the showroom floor that do not currently exist in inventory.

ADJUSTING INVENTORY

Inventory should only be “adjusted”:

1. When you first begin using Studio in order to add items that you already have on hand at that point in time.

2. To adjust for shrinkage.  (Items stolen, damaged, lost, etc.)

3. To adjust for depreciation.  (Some accountants like to adjust for declines in value over periods of time.)
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Amountto Adjust: 50,00






BEGINNING BALANCES

When beginning balances are entered into the Balance Sheet, inventory on hand should be entered to “Inventory Adjustments”.   The same account specified on the Accounts page in Files | System Master. 

All inventory on hand when beginning to use Studio must be “Adjusted” from within Files | Inventory.  Before adjusting, change the Inventory Adjustments account in Files | System Master to match wherever the original beginning balance number was entered (other than the actual Inventory account).  This way the amount entered as a beginning balance is reduced as all inventory on hand is “adjusted” in.
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This item was ordered on PO 6541 and was received.





This is the history of one item with 0 On Hand and 0 Available





This item was “adjusted” into inventory.  All inventory adjustments are assigned to PO# 0.





This item is “Committed” (Note: There are no entries)





History – View detailed history of the selected item.  Also a good way to locate “committed” items.





Receive – Receive ordered items.





Labels – Print labels for received items.





Print – Print reports.





Image – Attach and view images of inventory items.





Adjust – Increase or decrease inventory quantities and cost on- hand.  Adjusted inventory is automatically received.





Add – Add items to the inventory list.





Delete – Delete items from the inventory list.  Only un-used items can be “deleted”.  All others must be made “Inactive” to remove them from the inventory list.











History-View complete history of the item as well as locate “Committed” items
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This item was sold to Client: Armstrong on invoice 14867





The fields to the left are not available when entering “On the fly”.





Note:   1. All adjustments are automatically “Received”. 


2.  The general ledger account number used for inventory adjustments is located in Files | System Master and may be changed at any time.





Select the item to adjust by clicking on it.  


Click the Adjust button


Enter the quantity that you wish to adjust. (Positive to increase, negative to decrease.)


Enter the total amount that you will be adjusting. (If you are adding 2 items at $50.00 each, enter $100.00)








