Adding & Editing
inventory Items

CEX
SCAN: == |
| || | M | = B, |-l
< ¥
Lo | et i et
Description | Quantity [ Price | Dsc.% | Total E
i
Bl To | hip To | Hote | | 1
Quick Sal
i E] @ Show Mare
B Options [F2]
LineT otals: 0.00| SubT otal: 0.00
T axable: 0.00| - Coupon: 0.00
SalesT ax: 0.00| - Deposit 0.00
Item Count: 0.00 Taotal: 0.00

IN KEYBOARD SALES MODE:

To add or edit inventory items, 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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inventory Items

K= Invoice: 1170 By: POS Cashier: POS Date: 10/11/2010 Register: 1 - PL: Our Price

SKU Description A -” Customer
Quantity Price Disc. Total - o List
offes
Coffee Small Large N
S| &3
Breeze Ereeze
Freeze Freeze Cinnamaon Extra Cream b —
Srmall Large Bun Cheeze
P e Retrieve
o e o
Feserve E verything French
Touch Bagel Toast Bagel striie
Prompt
. ‘ Choc. Chip Blueberry
1 Eaokie 2 Cookies Muifin Muiin Colped
1 Amnold 2-Amold
Palrner Palmers
= |
Pink K 3
Lemondade Strawbermy b
e Tende:
. Aefust . - '
Quick Sale Quantity 2 3 Manager
Mare
LineT otals: 5 SubT otal: 5 —a
Taxable: 5 - Coupon: k
SalesT ax: k - Deposit L
Item Count: E Total: .
Cursor Down Cursor Up

IN TOUCH SCREEN SALES MODE:

To add or edit inventory items, you must go to Manager Mode.
1. Touch Manager Button
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inventory Items

K= Invoice: 1170 By: POS Cashier: POS Date: 10/11/2010 Register: 1 - PL: Our Price

EBX
SKU Description » |
Quantity Price Disc. Total .
Goto Sales
'
Balance Daily Sales Gift PRt
Req. Summary Cerlificates EditBil To
5| B
Invoice Make &R ’
Histary Papment Mate Edit Motes
gg Price Check I
Feport Fieturn Fram
Center Irrvoice
T Show Costs
Discaunt Time Clock
b
: Manager Mode <
Quick Sale
LineT otals: 5 SubT otal: 5
Taxable: 5 - Coupon: k
SalesT ax: . - Deposit 5 |
Item Count: E Total: .
Cursor Down Cursor Up

ON MANAGER BUTTON SCREEN:
1. Select Manager Mode Button

(NOTE: Only Teachers & Managers will have access to Manager Mode)
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File Edit Window Help
A t Maintenance

a @} ﬁ a U a 30 j =1 ] ‘ =[ Transactions l Purchasing Accounting E-C € I

C A H & @ v o [ I oo
l = % Open Register
Customer Quick Return Exit Manager AR D Retrieve Clsate Penvdinq Calevndal a Balance Register ‘ Logout Eselﬂials
Sale le Mode Payments
Sales Pending Actions Summary

o @ : L
(= (' } -
c 5 Keyboard . Open . Balance
Toug'a;se%mm gales Returns Cash Drawer Cash Drawer

House
Accounts

Department Vendors

- H I I Pur.-chasin b
g -
E-Commerce Labels & Receiving Credit Cards

_Email
Marketing

Graphs & invoice _
Spreadsheets History Voids

- .
'r‘ Time Clock
- - s .
< Marketing
Contact Us

Setup &
v Lessons POS Help

Ma nag'&r POS Tips POS Info Utilities

Mode

IN MANAGER MODE:

Go to Inventory Center
To add or edit inventory items, go to Inventory.
1. Select Inventory Button



Adding & Editing

E= Invoice: 1454 By: POS Cashier: POS. Date: 12/06/2010 Register: 1 - PL: Our Price (=13
ﬂ Loy v (- 4 = - e = | Transactions Purchasing Accounting E-Commerce Management Maintenance
8 g ﬁ _J < Inquiry * Fm ?In\roice History ’:;e, Clock In/Out
4 E&_'@_. 1,4_: 2% Open Register
Customer Quick Return  TouchScreen AR [ Retrieve Crsate Penvdinq Calevndar & Balance Register # Logout Essegtials
Sale Sale Payments
Sales Pending Actions Summary
E= Inventory Center, X
General Locate: [=) @ [@)]] sarnonry Clse
Summary — -
S | Description Our Price Fieq. Price Total Stock. B, A
el =
2 0ODIE MASCOT LOGO BLAC 20.00 20.00 =1 K
Management 0 HOODIE T LOGD BL | 7]
10GSERHL GYM SHORTS BLUEA4<L
0D 10GSMNEEL GYM SHORTS M ol 0o
1 / 0 B 123456 Gt SHORTS GREEM 2L 24.00
Stock Manager BB 1234567 SUPER WTER 1202 000

SkU Manager

& »lw
Ficture Manager 7
Showing All Departments o ’ o : [ l u

Frama Pricing Shawing Al Categaries G Copy || O _Add & Ed B Delste

Price Breaks

Dept: &PPAREL &l Active Inventary
l\;z:dr:zes |HDDDIE MASCOT LOGO | Catg: Sweatshitt Hoodies Standard ltemn
-| I ~ ™
[tetie it |HDDDIE M&SCOT LOGO BLACK;"LAHGE| Fub-Categaries 2 \

Documnents

Specials: T u \
Current Promos: 3

Actions 3 Mone ~

To Order List Motes: \

Change Dept/Catg 2
Werify lnventary

/

Cost Yerifier

Birs: ;
Physzical Inventony Location Stack

113

Global Price Changes

[ Show Inactive Only N

Inventory Center

1. You will see an Inventory List arranged by Sku's

2. Click Add buttonto add a new Inventory Item.

3. Click Edit buttonto change a pre-exiting Inventory Item file.
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K~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

CEX

Mook a5 E 57w =111 @ 5 Transactions Purchasing Accounting E-Commerce Management Maintenance ‘

K~ Inventory Center, | |§| |X|

Aot 3] Locate: | | - IR YD (@) (@) | SelitMow(F4] || B Close
Continue T = - = I’
: j T SkU | Dezcription Our Price.  Feg. Price Total Stock. Ao A

ancel i i T =
[mfl | Qi HOODIE MASCOT LOGO BLACKALARGE 25.00 25.00 3.00 =
[mfl | JiE HOODIE MASCOT LOGO BLACK <LARGE 20.00 20.00 .00
[mf | JIES J&MSPORT HOODIE GREEM MEDILUM 20.00 20.00 9.00]
[m) | Bk BULK ITEM TEST 0.50 0.50 48.00
O DB | D5HEXL JAMSPORT HOODIES BLUE/A<LARGE 20.00 20.00 15.00] I’
1 2
Showing All Departrnents s z :
J A ¥ Showing Al Categories snx Copy || 3 Add 2 Edi A Deletz 2
| I
Add New ltem %W
O Bulk<—__ ALLMNI ASSOCIATION = [ Add Department J [ Assign Categaory J |’
) Matiix = Alumni Congigments Ny
= = APRAREL [ E dit Department ] [ Remove Category ]
O Template - Accessories
Elug Hoodies [ Remove Department ] [ Edit Category ]
— Blue Shorts
(— Fashion T-Shirtz
— Fleece
[ Hats Yendar: |--N0ne-- v |
—Jackets
— Polo Shirts
— Red Hoodies
— Shorts & Pants Continue [F10
Expand Al — Sweatshirt Hoodies G
Contract &l m 1h?:£t Ao lesit & Cancel [Esc]
21

Inventory

Inventory Center:

Upon clicking the Add button:

1) Normal, is an item that doesn’t have to be purchased in a certain package quantity.

2) Bulk, is an item that has to be vendor purchased in a certain package quantity. (12/cs, 24cs)

Note: For help using Matrix and Template, please call the office for assistance Template & Matrix are in-
ventory types that are seldom used in a schooéstor

- For this lesson, we will click, NORMAL.
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File Edit Window Help

Mook a5 E 57w =111 @ 5 Transactions Purchasing Accounting E-Commerce Management Maintenance ‘

o

k= Inventory Center

Actions £ Locate: |

B 72~ s & [@)(@@] @' SellltMow F2] || AL

Continue - o - - |’
T SkU - Dezcription | Our Price.  Feg. Price Total Stock. | Av.g
O “ mz2 HOODIE MASCOT LOGO BLACKALARGE 25.00 25.00 3.00 =
[mfl | JiE HOODIE MASCOT LOGO BLACKA<LARGE 20.00 20.00 300
1 [mf | JIES JAMSPORT HOODIE GREEM MEDIUM 20.00 20.00 9.00|
[m) | Bk BULK ITEM TEST 0.50 0.50 48.00
O DB | D5HEXL JAMSPORT HOODIES BLUE/<LARGE 20.00 20.00 15.00] I’
-
A Shoningl Cosgorer oo [0 a0 (o e [[X ool

Departments/Category ~| APPAREL Sharts & Pants
& Mommal : E:?SCE [ Add Department J [ Aszign Categary J |’
i —Jackets =
O Matis T~ ola Shitte = [ Edit Department ] [ Remaove Categary ]
) Template jﬁt—{ odi
Spts [ Remove Department ] [ Edit Categaory ]
— Sweatshit Hoodies
- T-Ghitt Short Slesve
— Thirg
— White Hoodies
e BEVEHAGES_ Vendar |--None-- v |
— Energy Dnnks
— Frozen Beverage
— Hat Beverages
Expand &l B Contirue [F10]
Contract &l : gg:: PE?::i'nk “ Cancel [Esc]

Inventory

Inventory Center:
After Selecting NORMAL, you need to select a CATEGORY
1) Highlight the Category that you want your item to be associated with.
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inventory Items

k. POSitive Retail Manager - The Bluetigue - Station: 1
File Edit window Help

Mok 5 E G m =] 1@ 5 Tansactions Purchasing Accounting E-C e Manag t Maintenance |

o

I Inventory Center

| oo IEAIEIEE I R A || @' Sellithon F4] || AL

Actions 2 Locate: |

Continue T 7 : :
: j T SEKU | Description Our Frice.  Feq. Price Total Stock By A
ancel i i T =
[mf | HOODIE MASCOT LOGO BLACKALARGE 25.00 25.00 3.00 =
O s HOODIE MASCOT LOGO BLACK=LARGE 20.00 20.00 200
[mf | QIS J&NSPORT HOODIE GREEM MEDIUM 20.00 20.00 a.00|
[m | JEGELEAA BULK ITEM TEST 050 0.0 48.00
O B | 05IHEXL JANSPORT HOODIES BLUEALARGE 20.00 20.00 15.00] [’
v
Showing All Departrmnents P = :
J J“ ¥ Showing &l Categories il Copy S = Edi x BeEe
Add New ltem Departments/Categony fad AFPAREL Shorts & Pants
® Normal (O Bulk : E:?;e [ Add Department J [ Assign Categary J “
) Matrix —Jackets = Ny
= L Palo Shits = [ Edit Department J [ Remove Categary ]

) Template I~ Red Hoodies
C :I’-I"-'

— Sweatshirt Hoodies

— T-Shirt Short Sleeve 1
— Thing /

— White Hoodies ]

= BEVERAGES <
— Energy Dirinks

— Frozen Beverage
— Hot Beverages

ey
Expand All [EER R Continue [F10]

— Soda Pop [—]
Contract Al L cports Drink “ Cancel [Esc]

[ Femove Department J [ E dit Categomy ]

‘Wendar: (1] anzport Apparel Yendor

[

Inventory

Inventory Center:

After Selecting CATEGORY you need to select a VENDOR.

1) From the drop down menu, select one of théendors you previously entered.
Note: For information on how to add a VENDOR, #e=VENDOR training PDF.
2) Select Continue (F10) to add inventory item teta
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File Edit window Help

B8 E 3 = =1 | @ = Transactions Purchasing Accounting E-Commerce Manag t Maintenance |

CErTE

I Inventory Center

Locate: |

»

General

| oo IEAIEIEE I R A || @' SellitNow F4] || B Close

m T SEU | Description Our Frice.  Feq. Price Total Stock By A I’
omlo: [HOODIE MASCOT LOGO BLACKAARGE | 25.00 25.00 300 E
omo: HOODIE MASCOT LOGD BLACK/<LARGE| 20,00 2000 300
s et Om o JENSPORT HOODIE GREEM MEDILM 2000 2000 300
Ficture Manager (m) | JEGERS BULK ITEM TEST 050 050 4300
1 FlE! | O 0 | o5HEsL JENSPORT HOODIES BLUE A<LARGE 20,00 2000 15.00 /
Frice Breaks /,—

Showing &l Departments :
J J“ ¥ Showing &l Categories === Copy [J e ﬁ,x Cancel]
" Decorpton: SHORTSMASEOTLBGOBMIE/ERGERMN Finoy SKU ] Depatnent APPAREL

ategory: Shorts & Pants

Wendors

Documnents

General [F5 i 5
Lest Cost:. [——TOT000] /EACH [ Change Cow eneral IF5] |Options 61| Defauts (F7] | Sales [F3] | y\
UnitCost:  10.0000  Landed Cast Wendor: [Jansport Apparel Vendor L] 2
hargin Default % Wendar SKU: [SMLBL
Our Price: | REREE&| [ 33294)% 0.00
Store Stock Furchazing
Sell By: [EACH Purchase By: |EACH Marufacturer:
Mirirurn Stock: 0.0000 %  Units Per Order: Migs#:| ]
tamirmum Stock: 0.0000 % Minimum Order: 0.0000 % Wwieight: 0.0000 %

ADDING NEW INVENTORY:

The new Inv. Item File is ready to accept your data:

1) Description: Type in the full description of Inventory item. Make the 1st word a key one, and not abbreviated.
2) SKU: Scan Barcode here. If item doesn’'t have a UPC, make one up (alphanumeric and at least 5 digits long)
3) Last Order Cost: Insert cost here. Use the decimal point.

4) Our Price: Insert your Retail Price here. Use the decimal point.

5) Click SAVE to Save Inventory file
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I~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

a {:‘?} ﬂ a |: @ ;j 30 _-i] = ] a ¥ Transactions Purchasing Accounting E-Commerce Management Maintenance |

£~ Inventory Center

— 3] Locate: | 8 72 ¢~ ;& ([@O)@ @ | Sellithon (4] || B Close
m T SEU | Dezcription Our Price.  Feg. Price Total Stock. Ao A I’
mfl 1 Qe HOODIE MASCOT LOGO BLACKALARGE 25.00 25.00 300 =
O o HOODIE MASCOT LOGO BLACK/XLARGE 20,00 20,00 3.00
iU Monages Ol o JANSPORT HOODIE GREEN MEDILIM 20.00 20.00 300|
Ficture Manager O | o4si ELILK ITEM TEST 050 050 4800
Fifme! A O I | 05HERL JENSPORT HOODIES BLUE AXLARGE 20,00 20,00 15,00 7]
Frice Breaks v
, [
lenitotes A Stock Count -
5 Edit Cancel
Wendors Enter Stack Court [ 5 ] [ ]
1 Documents W
ategony: Shorts & Pants
v oK X Cancel auls [F7] | Sales [F3] | b
I Apparel Yendor ] )
OO Fmce: | T3] | daad %4 AR}
Store Stock Furchazing
Sell By: |EACH Purchase By: |EACH Manufacturer:
Minirnurn Stock: 0.0000 $|  Units Per Order: Migst:| ]
tawirum Stock: 0.0000 %|  Minimum Order: 0.0000 % Wweight: 0.0000 %
z]

Inventory

ADDING NEW INVENTORY:

Upon selecting SAVE...........

1) Enter Stock Count:Ignore this prompt unless the item needs you to print barcode labels.
« If so (usually Apparel items) enter physical unit inventory count here.

2) Click OK (F10) to save Stock Count

| —2
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Transactions Purchasing Accounting E-Commerce Management Maintenance

B e

k= Inventory Center

5 e OIEEAEEOE @ wmer|[L o
Summary o |‘
- + | Description Our Price Feq. Frice Total Stock. B

FINE LEMONADE 1.00 1.00 0.00
I anagement

SMNAPPLE APFLE 1.00 1.00 0.oo

COOKIE WATER COMBO 1.50 1.50 néa

SUPER WaTER 1202 1.00 1.00 0o i I’

& 5w
Picture Manager 7
Showing All Departrnents JJJ
Proma Pricing Shawing All Categories JJJ Cony & Add ” B Edt ”m Delete l
Blcedicos Desciiption: [FHORTS MASCOT LOGO BLUE/LARGE | Primary SKU:EMIEL ] rtment: APPAREL
Item Maotes Shorts & Pants
Yendors (& | [F5 ;
S e T G = o = eneral [F5] JDptlons [FB]] Defaults [F7] 1 Sale: | 7]
B UritCost: 100000 Landed Cost Vendor: ||ansport Apparel Yendor |
Margin Default % Wendar Sk.L: [SMLBL
OurPrices 1499 | [3323 % 0.00 B
Actiong
T Order List
Change Dept/Catg
Werify Inventary
Cost Verifier
Ehtsall b Store Stock Furchazing
R Sell By: [EACH Purchase By: [EACH Manufacturer, |
Global Price Changes
Minimurn Stock: [ 0.0000 Units Per Order: Migst [ ]
Maximum Stock: [ 00000 Minirum Order: | 0.0000 ‘wheight: | 0.0000
=1

INVENTORY CENTER:

Upon selecting a OK (F10), your in inventory item will save........
1) Your new inventory item will appear in your inventory list
2) Click COPY button if you wish to copy a similaritem. (Same Dept/Category, Same $3$ & Vendor)

HINT: Copy is a Time Saver. Copy a small T-Shirt file to a Large T-Shirt file in Seconds!!!



Adding & Editing
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k= Invoice: 1454 By: POS Cashier: POS Date: 12/06/2010 Register: 1 - PL: Our Price
e W
8 ﬁ g _J < _Inquiry 4 Fm :;In\roice History i3 Clock In/Out |

= R 1.4_. ¥/ Open Register
Customer Quick Return TouchScreen AR D Retrieve Crsate Penvdinq Calevndar & Balance Register ﬁ Logout Essegtials

Sale Sale Payments
Sales Pending Actions Summary | |

30 _=3|£| | ﬂ = | Transactions Purchasing Accounting E-Commerce Management Maintenance

k= Inventory Center,

Locate:

General

@l Selitbow(F4] || Bl Close

o T | 5KU « | Description Our Price Feq. Price Total Stock. B A
etal =

Summary

HOODIE TLOGO B a 0.00 = K
I anagement y
T ] u 10GSBsL G SHORTS BLUES<<L 18.00 0.00
OB 10GSNXAL Gk SHORTS Maksy AL 14.50 19.50 0o
O n 123456 G SHORTS GREEM 4L 158.50 158.50 24.00
sta At [ 1234567 SUPER WATER 1202 1.00 1.00 0.00
SkU kanager 3
Picture Manager T
Showing All Departrnents s ’ ™ ; ] l l | 7]
Proma Pricing Showing Al Categories 31 Copy || O Add B Edt X Delste
Price Break:
| "CBN oA Dept: APPAREL Al Active Invertory
\:'emd otes |HDDD|E MASCOT LOGO | Catg: Sweatshitt Hoodies Standard [tem
ehnaars
i [HODDIE MASCOT LOGO BLACK/LARGE | Sub-Categories al
Item Activity
[locuments Specials: T u
Current Promos: N

Actions

MHore b \
To Order List

Motes: \
Change Dept/Catg

Werify Inventary

Cost Verifier ;

. Bins: | | neation Stock ~
Phyzical Inventary =
Global Price Changes o

[ Show Inactive Only ot

Inventory Center:

Adding a Bulk Inventory Item....
1) Click the Add button
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FA'Y r

Inventory

Adding & Editing

File Edit Window Help

ﬂ {g} ﬁ g | , g a 130 ‘_n‘] 5 m a = Transactions Purchasing Accounting E-Commerce Management Maintenance

E= Inventory Center,

Locate: |

Actions £

Continue T o : =
T SkKU = Dezcription | Our Price . Reg. Price Tatal Stock, | Av-%
[mf | Qi HOODIE MASCOT LOGO BLACKALARGE 25.00 25.00 3.00] =
O ois HOODIE MASCOT LOGO BLACK<LARGE 20.00 20.00 3.00
[mf 1 JIE] J&MSPORT HOODIE GREEN MEDIUM 20.00 20.00 9.00|
O | 0145111 BULK ITEM TEST 0.50 0.50 45.00
O DB | 05HERL J&MSPORT HOODIES BLUE/A<LARGE 20.00 20.00 15.00]
1 v
vl [@H  Somachom B o 2 e Jlo ex ][ o
Add New ltem Departments/Cateqory -~ BEVERAGES Energy Drinks

— Sweatshirt Hoodies
O HomaP & Buk - T-Shit Shott Sleeve
) Matriz — Thing

— White Hoodies
) Template - BEVERAGES

Energy Drinks

— Frozen Beverage
— Huot Beverages
—lce Teas

— Juices

— Soda Pop

— Sports Drinks

— W ater

- CANDY

— Baked Cookies

Expand Al - Candy
— Gium
Contract &l L Mirt

i [ Add Department ] [ AssiW-

[ Edit M Remove Category J
/[/F!emove Department ] [ Edit Category ]
Fie-&ssign Category

Vendor: ([REIR

Contirue [F10] }i*

Cancel [Esc]

T

Inventory Center:
Select Bulkio addan item that has to be vendor purchased in a certain package quantity. (12 or 24 to

1.

2.
3.
4. Select Continue (F10) to add inventory item details

a case)

Highlight theCategorythat you want your item to be associated with.
From the drop down menu, select one ofviredorsyou previously entered.
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FA'Y r

Inventory

Adding & Editing

File Edit Window Help

ﬂ {g} ﬁ g | , g a 130 ‘_n‘] 5 m a = Transactions Purchasing Accounting E-Commerce Management Maintenance |

E= Inventory Center,

Locate: |

Actions £

Continue ; == : = I’
T SkKU = Dezcription | Our Price . Reg. Price Total Stock. | Ao A
[mf | Qi HOODIE MASCOT LOGO BLACK/LARGE 25.00 25.00 3.00] 1=
O ois HOODIE MASCOT LOGO BLACKALARGE 20.00 20.00 3.00
O n e JAMSPORT HOODIE GREEMN MEDILIM 20.00 20.00 9.00]
O | 0145111 BULK ITEM TEST 0.50 0.50 48.00
[ “ 05JHEXL JAMSPORT HOODIES BLUE A<LARGE 20.00 20.00 15.00] I’
1 v
AR O (ST oyt 1 oo (2 w0 J[o e ][ oo
Add New ltem Departrents/Categary A BEVERAGES Energy Drinks | 2
— Sweatshirt Hoodies ; 1
O NomaP @ Buk L T-Shitt Short Slesve [ DL J [ ASS'W b
O Matris :Ltmge Hoodies [ Edit M Remove Category J
O Template El- BEVERAGES 8

Energy Drinks
— Frozen Beverage
— Huot Beverages
—lce Teas
— Juices
— Soda Pop
— Sports Drinks
— W ater
- CANDY
— Baked Cookies

Expand Al - Candy
— Gium
Contract &l L Mirt

/[/F!emove Department ] [ Edit Category ]
R e-Azsign Category / 3

Verda

Contirue [F10] }i* 4
Cancel [Esc]

T

Inventory Center:
Select Bulkio addan item that has to be vendor purchased in a certain package quantity. (12 or 24 to

1.

2.
3.
4. Select Continue (F10) to add inventory item details

a case)

Highlight theCategorythat you want your item to be associated with.
From the drop down menu, select one ofviredorsyou previously entered.
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k7. POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

HO b

@ a 130 ‘_n‘] = ] a = Transactions Purchasing Accounting E-Commerce Management Maintenance |

o

E= Inventory Center,

Actions x Locate: | |m ?
o o p
T SkKU | Description Our Price . Reg. Price Total Stock. Ao A
[mf | Qi HOODIE MASCOT LOGO BLACKALARGE 25.00 25.00 3.00] 1=
O ois HOODIE MASCOT LOGO BLACK<LARGE 20.00 20.00 3.00
[mf 1 JIE] J&MSPORT HOODIE GREEN MEDIUM 20.00 20.00 9.00]
O | 0145111 BULK ITEM TEST 0.50 0.50 45.00
O DB | 05HERL J&MSPORT HOODIES BLUE/A<LARGE 20.00 20.00 15.00] I’
v
— Showing All Departments ann [ ] [ ]
J J“ % Shawing Al Categories amn Copy “ EHR x Eeties]
Description: [EHDURENERGT SHOTEERRT 0 Primary SK1:[0288010001 <€ Depaitment BEVERAGES 2
Category: Energy Drinks
General [F5 i i
Last Cost: 0.0000 %| /EACH Change Cost L IDDtIDnS [FB]l Betonla bl | zalcskl | a
UnitCost: 00000 Landed Cost Vendor: [Cocco L)
Margin Default % Wendor SKU: I:l
Dur Price: 0o0%| | ooogx 0.00
Store Stock Furchazing
Sell By: |EACH Purchase By: |[EACH M anufacturer:
dinimum Stock: 0.0000 %]  Units Per Drder: Migst| ]
M awimurn Stock: 0.0000 % Minirnum Crder: 0.0000 % ‘wheight: 0.0000 %
=

Inventory

ADDING NEW BULK INVENTORY:

The new Inv. Item File is ready to accept your data:

1) Description: Type in the full description of Inventory item. Make the 1st word a key one, and not abbreviated.
2) SKU: Scan Barcode here. If item doesn’'t have a UPC, make one up (alphanumeric and at least 5 digits long)
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a {O:f ‘1 g |a g a 130 ‘_r‘] 5 m a = Transactions Purchasing Accounting E-Commerce Management Maintenance |

E Inventory Center

Actone 3] Locate: | | o IEdIEY B (@] (@) | Selithow(F4] || B Close
— —— b
T SkKU | Description Our Price . Reg. Price Total Stock. Ao A
1 [mf | Qi HOODIE MASCOT LOGO BLACKALARGE 25.00 25.00 3.00] 1=
O ois HOODIE MASCOT LOGO BLACK<LARGE 20.00 20.00 3.00
[mf 1 QI J&MSPORT HOODIE GREEN MEDILUM 20.00 20.00 9.00]
B X 5 i
oo E” Bulk Information - " kS
% 20.00 15.00] 7]
Sell By |EACH Each, Pint, etc. [¢ (s ] [x Cancel ]
Descriptil\-> FUEIEEED _Ease [Esrely e e :l Department: BEVERAGES
) . . Categony: Energy Drinks
> Order Quantity: Units Per Order.  For example, if you E
3 arder by the Case. and each Case has [FE] | Defaults [F7] | Sales [F3] | u
Last Coy 24 iternz in it, you would enter 24 here.
Unit Col  [Cozeo 10 o
Cur Pr
| OK[FI0] 1
Store Stock Furchazing
Sell By: |EACH Purchase By: |[EACH M anufacturer:
dinimum Stock: 0.0000 %]  Units Per Drder: Migst| ]
M awimurn Stock: 00000 4|  Minimumn Order: 0.0000 % ‘wieight: 0.0000 %
=

Inventory

ADDING NEW BULK INVENTORY:

Upon clicking enter, a Bulk inventory alert will appear

1) Sell by: Enter how you are selling the item. Note: This will normally be “EACH”)

2) Order by: Enter how you order the bulk item (Nae: This will normally be “CASE”)

3) Order Quantity: Enter how units are in your order (Note: This will normally be “12, 24 or 36”)
4) Select Ok (F10) to proceed
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File Edit Window Help

g a 130 ‘_n.] =l | a = Transactions Purchasing Accounting E-Commerce Management Maintenance |

CEITE

k= Inventory Center, [

B 2?2 o~ 0k (E)@)a) @' Sell ithow (Fe] || AL

General Locate: |

T SkKU | Description Our Price . Reg. Price Tatal Stock, B A
O me HOODIE MASCOT LOGO BLACK/LARGE 25.00 25.00 300 (=]
O oz HOODIE MASCOT LOGO BLACKAXLARGE 20,00 20.00 300
5K Manager mfl | JEE JAMSPORT HOODIE GREEN MEDIUM 20.00 20.00 5,00
Bl [mfl | JUEEE BLILK ITEM TEST 050 050 48.00
Promo Pricing O I | 05HESL JAMSPORT HOODIES BLUE A<LARGE 20,00 20.00 15.00 b
Frice Breaks P
Iterm Motes :
Showing All Departments P [ H_x\ ]
Wendars l/ b % Shawing Al Categories amn Copy “ EHR el
1 I Desciption: [SHONRENERERSHATEERRTMMMI Frinary SKLU: (055010001 Eepariment BEERSGES
Category: Energy Drinks
General [F5 i ¥
Last Cost: 20.0000 % /Case Change Cost i IDDtIDnS [FB]l EEEMSIE | Sl | ﬂ
UnitCost:  1.6867  Landed Cost Vendor: [Cosco )
Margin Default % Vendor SKU: | 088501 0001
OurPrice:| [ 2834 | #4.26%|% 0.00
Store Stock Furchazing
Sell By: |EACH Purchase By: Mariufacturer.
dinimum Stock: 0.0000 %]  Units Per Drder: 1200 % Migst| ]
M awimurn Stock: 0.0000 % Minirnum Crder: 0.0000 % ‘wheight: 0.0000 %

ADDING NEW BULK INVENTORY:

Last Order Cost: Insert cost of CASE here. Use the decimal point. The Unit cost appears below.
Our Price: Insert your Retail Price per UNIT here. Use the decimal point.

Margin: Not the % profit margin will now appear.

Markup: You can view % markup by clicking the % Button.

Click SAVE to Save Inventory file

arwnE
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e YR

| ﬂ ~  Transactions Purchasing Accounting E-Commerce Management Maintenance

53

E= Inventory Center,

General @ @ @ ‘ Sell It Mow [F4] ﬂ Cloze
Summary o ; = I’
Detail T SkKU « | Description Our Price Fieq. Price Total Stock. Ay

etail =
HOODIE MASCOT LOGO BLACK/LARGE 25.00 25 i} =
M anagement "
] Et T | B FGE 20.00
] u 014 JAMSPORT HOODIE GREEM MEDILIM 20.00 20.00 9.00
0 0145111 BULK ITEM TEST 0.50 0.50 48.00
O u 05JHEXL JAMSPORT HOODIES BLUEA<LARGE 20.00 20.00 15.00 I’
: 0| | >
icture Manager 5
Showing All Departments IJJJ ” ” m ’ H‘k l
Promo Pricing Shawing All Categories G35 Copv || O Add & Edi Delete
1 Fleicchs Descriptior: [HODDIE MASCOT LOGO BLACK/XLAREE | Frimary SKU: Bt apREL
Item Motes Categony: Sweatshirt Hoodies
Wendars General [F5 i
e e = - [F5) | Options [F6] | Defaults [F7] | Sales [F3] | b
o UnitCost: 71900 LandedCost Vendar: [Jansport Apparel Yendor |
Margin = Diefault % Wendaor SKLU: I:l
OuPrice: 2000 | [B405_ |% 3230

Actions
To Order List
Change Dept/Catg
Werify Inventary
Cost Werifier
Physical Inventor Store Stock Furchazing

S ¥ Sell By: [EACH Furchase By: [EACH Manufacturer. |
Global Price Changes - )
Minimum Stock: [ 3.0000 Units Per Order: Migsth [ ]
Maxirum Stock: [ 3.0000 Mirirnurn Order: | 1.0000 Wweight: [ 0.0000

EDIT A CURRENT INVENTORY ITEM:

1. Locate the inventory item and highlight
2. Click the EDIT button, to proceed to the Inventory file
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ﬂ \..,.. u [+ ﬁ :I 30 | j _| G = Transactions Purchasing Accounting E-Commerce Management Maintenance |

E= Inventory Center,

General G| -5 @ @ @ Sell It Mow [F4] !_ Cloze
T SkKU | Description Our Price Fieq. Price Total Stock. B A I’
O ois HOOD
SKU Manager mfl | JEE JEN
Picture Manager 4 UL
Fromo Pricing JAMSP I’
Price Breaks P
Item Motes ;
; 7 Showing All Departments [ [ ] [ l
1 Wendors o oa || % Showing All Categornies LT v Save X Cancel
I Fimary SKU: Department: APPAR E_L :
Category: Sweatshit Hoodies
General [F5 i i
Lot ot : Goive Coodle Focia] (F5] | aptions [F&] | Defauits [F7] | Sales Fa1 | b
UritCost: 71900  Landed Cost Vendor: [Cocco [L)
Margin Default % Wendor SKU: I:l
Dur Price: 000% | B405%[% 33.30
Store Stock Furchazing
Sell By: |EACH Purchase By: |[EACH M anufacturer:
dinimum Stock: 30000 2| Units Per Drder: Migst| ]
I aximum Stock: 30000 |  Minimumn Order: 1.0000 % Weight: 0.0000 %
=l

EDIT A CURRENT INVENTORY ITEM:

The most common changes you will make to inventory items is your cost & retail price.
1. To change your cost, clickChange Cost button
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ﬂ {g} ﬁ g | , g a 130 ‘_n‘] 5 m a = Transactions Purchasing Accounting E-Commerce Management Maintenance |

o

E Inventory Center

Lot @7 as@@E @] e
T SkKU | Description Our Price . Reg. Price Total Stock. Ao A I’
[mf | Qi HOODIE MASCOT LOGO BLACKALARGE 25.00 25.00 3.00] 1=
O ois HOODIE MASCOT LOGO BLACK<LARGE 20.00 20.00 3.00
5K Manager mfl | JEE JAMSPORT HOODIE GREEN MEDIUM 20.00 20.00 3.00|
Bl [mfl | SR BLILK ITEM TEST 050 050 4800
Fromo Pricing 20.00 15.00 I’
Price Breaks 4 nge Cost Form 2
Item Motes
1 el Changing the cost here allows pou to recalulate the selling prices for this item. Howesver, this will not [¢ Save ] [ x Cancel ]
change the actual cost of in-stock quantities which are alwaps based upon FIFD purchaze order history.
Cro & Mor will your profit reports be calculated on a changed cost in this field. Consider editing the linked Rpartment; APPAREL
purchase order. Category: Sweatshit Hoodies
New Cost s [F7] | Sales [F3] | b
[
[B okfFior | [ caneel | |
Store Stock Furchazing
Sell By: |EACH Purchase By: |[EACH M anufacturer:
dinimum Stock: 30000 2| Units Per Drder: Migst| ]
M awimurn Stock: 3.0000 % Minirnum Crder: 1.0000 % ‘wieight: 0.0000 %

Inventory

EDIT A CURRENT INVENTORY ITEM:

A Change Cost Form will appear....
1. Type in your new cost
2. Select Ok (F10) to proceed
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Inventory

EDIT A CURRENT INVENTORY ITEM:

1. Your cost will change
2. Based on cost changes, you may need to change ymiail price. (Note the change of your profit %)

3. If you change vendors, you can select a new vendor
4. Click SAVE to Save Inventory file



