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IN KEYBOARD SALES MODE: 
To view Stock Manager you must go to Manager Mode. 
1. Select Show More Options Button (F2) 
2. Select Manager Mode Button(F9) 

(NOTE:  Only Teachers & Managers will have access to Manager Mode) 
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IN TOUCH SCREEN SALES MODE: 
To view Stock Manager you must go to Manager Mode. 
1. Touch Manager Button 

 

1 



3  

ON MANAGER BUTTON SCREEN: 
1. Select Manager Mode Button 
(NOTE: Only Teachers & Managers will have access to Manager Mode) 
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IN MANAGER MODE: 
Go to Inventory Center 
To view Stock Manager, go to INVENTORY 
 
1. Select Inventory Button 
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INVENTORY CENTER: 
 
 

1. Highlight the inventory item 
2. Under View on the Menu bar, select Stock Manager 
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INVENTORY CENTER: 
In Stock Manager, you can…. 
 

1. Verify/Adjust Inventory Stock on highlighted Item  
2. View Purchasing History 
3. Print Inventory Labels 
4. Status area shows how many are in stock, on order and available for sale 
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INVENTORY CENTER: 
In Stock Manager, you can…. 
 

1. Note that the Transaction Log Tab shows the complete movement of the item —- Audit Trail 
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INVENTORY CENTER: 
When you click Verify/Adjust button…. 
 

1. Insert the new stock quantity  
2. Insert the reason for adjustment (Reason will appear in Transaction Log) 

3. Click OK to save. 

Note:  Please see Physical Inventory PDF for more information. 
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INVENTORY CENTER: 
 

1. Adjustment will change Stock Count (Example 3 to 4) 
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INVENTORY CENTER: 
When you click View PO button…. 
 

1. A List of Purchase Orders will appear 
2. You can reprint any Purchase Orders 
3. Select Save to continue 
NOTE:  Please see Purchasing & Receiving PDF for more details 
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INVENTORY CENTER: 
When you click Labels button…. 
 
1. Select Yes to Preview labels before printing. 
 
NOTE:  Please see Inventory Labels PDF for more detailed information. 
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INVENTORY CENTER: 
When you click Labels button…. 
 
1. The number of labels to be printed will equal your current in-stock QTY 
2. Clicking OK (F10), will send 24 labels to a label list for future printing. 
 
NOTE:  Please see Inventory Labels PDF for more detailed information. 
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INVENTORY CENTER: 
An Add Inventory to Label List prompt window will appear: 
 
1. The number of labels to be printed will equal your current in-stock QTY 
2. Clicking OK (F10), will send 24 labels to a label list for future printing. 
 
NOTE:  Please see Inventory Labels PDF for more detailed information. 
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INVENTORY CENTER: 
• Your Label Printer will always be your Report Printer (The default Windows Printer) unless 

changed here. 
1. Choose Select only if you are re-using a page of labels and want to start printing on a specific label (2-30) 
2. Choose START to go to Print Preview of Labels Page(s) 
 
NOTE:  Please see Inventory Labels PDF for more detailed information. 
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INVENTORY CENTER: 
1. Choose the printer icon on the right to print 1 or 100 pages! (Fast way to print) 
2. Choose the printer icon on the left to print only the page you see.  (Slow way to print) 
3. Click arrow icon to move forward to the next page. 
 
NOTE:  Please see Inventory Labels PDF for more detailed information. 
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