AXIS

from A I\l :ennul-

Software Update Notes
for the AXIS™ Retail Management System

Software Version 2.3
Publication Date: January 2015
The AcuSport Retail Technology Group (RTG) provides this document as a guide to the additions, changes,
and improvements made to the AXIS™ Retail Management System software with the update to version 2.3.
This update includes the following highlights:
o Automatic System Updates

o Help Buttons

o Receiving and Invoicing
o Min/Max Values

o Inventory Adjustments
o Deposits

o Firearms

o Miscellaneous Reports

To view this document's contents online, click here to view the AXIS Online Guide.

For assistance with technical issues and questions, contact RTG Support Line at 1-800-547-7120 or
RTGSupport@AcuSport.com.

e © 2015 AcuSport Corporation
ﬂl I Hﬂﬂ‘ 940 Industrial Drive, Suite 107
Uil & Sauk Rapids, MN 56379
1-800-547-7120

Retail Technology Group All rights reserved.


http://www.ftparss.com/supportpublic/AXIS_OnlineGuide/AXIS_OnlineGuide.htm#SUN/SUNotes_2-3.htm
mailto:rtgsupport@acusport.com

Notices

Copyright © 2015 AcuSport Corporation.
940 Industrial Drive, Suite 107

Sauk Rapids, MN 56379
1-800-547-7120

All rights reserved.

General

No part of this document may be reproduced, distributed, performed, displayed, or used to prepare a
derivative work without the prior and express written consent of AcuSport Corporation (“AcuSport”). The
software described in this document is furnished under a license agreement and may be used only in
accordance with the terms and conditions of the license agreement. Information in this document is subject to
change without notice, and AcuSport assumes no responsibility for errors.

Trademarks and Credits

ACUSPORT, AXIS, AXIS Retail Management System (AXIS RMS), AXIS Data Center, AXIS Register, and
AXIS E4473 are trademarks of AcuSport and shall not be used without the express written permission of
AcuSport.

Other trademarks, such as QuickBooks, are not being used as a trademark herein and are the property of the
respective owners.
Legal Counsel

This program, printed documentation, and documents should not be used as a substitute for professional
advice in specific situations. The procedures, images, and examples in this document are for illustrative
purposes only and may not be applicable in your setting due to differences in preference, settings, and/or
state and local regulations.

The following notice is required by law:

AcuSport products and services are not a substitute for the advice of an Attorney.

You are encouraged to seek the advice of your own attorney concerning the use and legality of
this program, documentation, and forms.
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AXIS

from AcuSpor:

Overview

The AXIS™ Retail Management System software update to version 2.3 includes the following highlights:

Automatic System Updates
In order to prepare existing data for the changes in this update, the system will automatically perform the
following processes the first time the updated software is launched:
o Everyvendor's Allow Back Orders checkbox will be checked to allow the processing of all partially
received purchase orders.
Note: Be sure to revise individual vendor records accordingly after the update.

All partially received purchase orders will be processed.

All existing invoices will be converted to conform to the new processes.

Every item's Average Cost value will be updated to ensure consistency going forward.
Every item's Value On Hand value will be updated to reflect its revised Average Cost value.

Help Buttons and the Online Guide

The system now provides a direct link from a screen's blue Help button to its corresponding topic in the new
AXIS Online Guide.

Receiving and Invoicing

The procedures for receiving items and managing invoices (as well as performing related functions) have
been simplified and streamlined with the addition of the new and improved features in the Receiving and
Setup portions of the Data Center application:
« The new Receiving and Receiving Details screens have simplified the receiving process.
« The new Receiving Details report may be viewed and printed from multiple locations.
« Thenew Invoicing and Invoice Details screens have simplified the invoicing process.
o The new Invoice report may be viewed and printed from multiple locations.
« The behavior of the Vendor Product Detail window during the receiving process may be controlled
atthe UPC or global level.
« The Receiving History and Receiving History By Item screens allow the user to review receiving
and invoicing history.

Note: Click here for a video overview of these features.

Min/Max Values

The system now calculates suggested min/max values based on sales data and allows the user to determine
how these values are implemented with these new and improved features in the Inventory Management
and Setup portions of the Data Center application:

« The new Weighted Suggestion screen allows the user to control the variables that are used to
calculate suggested min/max levels.

+ Theupdated Inventory Level screen allows the user to control the method by which an item's
min/max levels are set and adjusted.
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o The new Min/Max Import screen allows the user to import min/max levels.

o Thenew Sales Analysis tab (along with the updated Product Edit tab) in the Product Edit
window allows the user to review an item's sales data and set its min/max values/

o The Vendor Reorder screen allows the user to review a list of items that have fallen below their
minimum inventory levels and should probably be reordered.

o The Out of Stock Report screen allows the user to review a list of items that were out of stock for a
day or more during a selected 31-day time period.

Note: Click here for a video overview of these features.

Inventory Adjustments

The system now allows the user to adjust an item's Quantity on Hand (QoH) and to post inventory
adjustments to the accounting software with the addition of these new and improved features in the
Accounting and Inventory Management portions of the Data Center application:

« The Product Inventory Stocktaking screen allows the user to create a group containing a single item
and complete a count for that item.

o The Adjust QoH field on the updated Product Edit tab in the Product Edit window allows the user
to adjust an item's QoH.

o The new Adjustments Posting screen allows the user to view a list of all active, unredeemed
deposits.

o Theupdated Accounting Setup screen provides an Adjustment Account drop-down to link
adjustments to accounting software.

Note: Click here for a video overview of these features.

Deposits
The system now allows a customer to make a deposit toward a future purchase (such as a firearm) with the
addition of these new and improved features in the Register application and the Accounting, Customer
Admin, and Reports portions of the Data Center application:
o The Deposit button on the Cash Register screen allows the user to receive a deposit.
o The Deposits heading in the customer's Current window allows the user to review the customer's
active deposits and apply a deposit to a transaction.
o The updated Overview of screen displays the total deposits for the individual customer.
« The new Deposits List screen allows the user to view a list of all active, unredeemed deposits.
¢ Theupdated Accounting Setup screen provides a Deposit Liability drop-down in the Liability
Accounts to link deposits to accounting software.
o The updated Daily Info Report screen now includes a Deposits Created line item.
o Theupdated Daily Sales Report screen now the Deposits and Deposit Redemptions columns.

Note: Click here for a video overview of these features.

Firearms

The system now includes these improved firearm-related features in the Firearms and Setup portions of the
Data Center application:

o The updated Firearm Inventory With Costs screen now allows the user to view more information
and print firearm labels.

o Theupdated Bound Book screens (Non-NFA, Gunsmith, and NFA) allow the user to better control
which records are displayed and printed.
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o Theupdated Firearm UPC screen now populates the UPC drop-down with both the UPC and the
Receipt Description.

Miscellaneous Reports

The system now includes these improved reporting features in the Reports portion of the Data Center
application:
o Theltems Sold Report screen has replaced the Daily Items Sold Report screen.
o The Audit Log screen has replaced the PCI Audit Log screen.
o The Value On Hand Report screen has replaced the Value On Hand report that was accessed
through the Report List screen.
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AXIS

from AcuSpor:
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Accounting

The following features have been added to or updated in the Accounting portion of the Data Center

application.
. =
Post Adjustment 2
Button P

The Post Adjustment buttonis a
new addition to the main menu.
Click this button to display the
Adjustment Postings screen.

Accounting Setup
Screen

The Accounting Setup screen
has been updated with new
features. Refer to Set Up

Accounting Links and Featuresfor [ —

information on using this screen.

T e e e e e e e ey e ey T Yy

Accounting Setup

The screen includes the following updates:

« The Deposit Liability drop-down has been added to the
Liability Accounts section.

« The Adjustment Account drop-down has been added to the
bottom of the screen.

Adjustment Postings e

Screen

The Adjustment Postings
screen allows the user to review
inventory adjustments and post
them to the accounting software.
Refer to Post Inventory
Adjustments to the Accounting
Software (see page 40) for
information on using this screen.

Software Update Notes
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Customer Admin

The following features have been added to or updated in the Customer Admin portion of the Data Center

application.

Deposits List Button

The Deposits List buttonis a
new addition to the main menu.
Click this button to display the
Deposits List screen.

Overview of Screen

The Overview of screen now
displays the selected customer's
total deposits.

Deposits List Screen

The Deposits List screen
provides a list of all active
(unredeemed) deposits. Refer to
View the Deposits List (see page

Jxfemuo]3

42) for information on using this
screen.
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Firearms

The following features have been added to or updated in the Firearms portion of the Data Center
application.

Firearm Inventory 1'— ="_h="h" 8 "“ 5’5‘3 ;”.:,,*“F*— e
With Costs Screen ;J_Wm = FimarmInve.ntoryWithCosts' 5
The Firearm Inventory With T T T e o i i U TR

Costs screen now allowstheuser [ = - S — e — T
to view more information and print
firearm labels. Refer to View and
Update the Firearm Inventory
With Costs Report for information
on using this screen. °

The screen includes the following updates:

o The Select All and Deselect All have been added as methods

for controlling which firearms are selected for label printing.

The selection checkboxes have been added as a method for

selecting individual firearms for label printing.

o The Cost column has been added.

o The Sales Price column has been added. The user may modify
this value.

« The Print button has been added. The user can click this button
to print labels for selected firearms.

Bound Book Screens [~ <2 s ieeen s .

The Bound Book screens (Non | Firearms Bound Book, g
NFA, Gunsmith, and NFA)and | = == = = s oo Sl ;
Archived Bound Book screens
provide new methods to control
which records are displayed.
Refer to Manage a Bound Book or
View a Bound Book Archive for
information on using these
screens.

The screens include the following updates:
o Thelnclude Active Records Only checkbox has been added.
The user can check this box to display only active records on the
screen.
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Inventory Management

The following features have been added to or updated in the Inventory Management portion of the Data

Center application.

Min/Max Import
Button

The Min/Max Import buttonis a
new addition to the main menu.
Click this button to display the
Min/Max Import screen.

" : L . - -
ey w e gy s | o

Min/Max

Impart

Excel Import Button

The Excel Import button has
replaced the Excel Load button.
Click this button to display the
Excel Import screen.

[ —— = e
r .
& b

License Maintenance
Button

The License Maintenance
button has replaced the Define
Product button. Click this button
to display the License
Maintenance screen.

License
Masnterance

Product Edit Window

The Product Edit window now
provides integrated inventory level
controls on the Product Edit tab,
anew receiving process option on
the Vendor Product tab, and an
entirely new Sales Analysis tab
for reviewing and utilizing sales
data. Refer to Manage Product
Information for information on
using this window.

Delete Praduct

Product Edit

Vendor Product

TAX |COUMTY Tak

*|  Add Product Tax

Del  Tax Type Description Tax Rate
& |couTy
& |FIREARMS TAX |STATE COLLECTED SUR-TAX

1.00 %
LK

tock em: @ | (000 ALtribute Descriptor
W | CEPARTUENT UNDEF TNED
N [T |uneErTRED
B [MAFACTURER UNDEF INED
Update A/T
Del Type Description Price
Add/Updats Product Price
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Product Edit Tab

The Product Edit tab now allows
the user to view and update
min/max levels and other
associated product values.

Product Edit Vendor Product Sales Analysis

fuct Lip .] 8§ | DEPARTMENT
= N TTEe

M Type: oggend. =

P

Del Attribute Descriptor
UNDEF INED
N F INED

B |MAMFACTURER \MDEFTHED

5000
e Cost: 3000 ik Pick sgister Lok ‘
TS0 e | G |

SelectImage.

Del Tax Type Description Tax Rate
ity T City sales Tax 0.00 %

W |city Tax ty Sal
& [state Tax |State Sales Tax

Delote Product

Description Price

Dl Type

§ 0.00 X

The tab includes the following updates:

The Register Lookup Description field has been relocated to
just under the Item Description field.

The Min/Max Type drop-down has been added to the tab. The
user may select a min/max type (Suggested, Manual, or
Automatic) to modify the product's Min/Max Type designation
on the Inventory Level screen.

The Current designation has been added to the Min Level and
Max Level fields. The user may edit these fields to modify the
product's Current Min and/or Current Max fields on the
Inventory Level screen.

The Suggested min and max levels are displayed to the right of
the Min Level and Max Level fields. These fields may not be
edited.

The Avg Cost and Adjust QoH fields have been added to the
tab.

The Price, Last Cost, Avg Cost, and Adjust QoH fields may be
edited.

Note: The Adjust QoH field should not be used with firearms or
serialized nonfirearm items.

Vendor Product Tab

The Vendor Product tab now
provides a method for controlling
whether or not the Vendor
Product Detail window displays
when this product is identified
during the receiving process.

Product Edit Vendor Product Sales Analysis

Vendor Product Detail

Software Update Notes
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Sales Analysis Tab

The Sales Analysis tab is a new
addition to the Product Edit
window.

Note: This tab may be accessed
directly from the Inventory Level

screen by clicking an item's
Details button.

Product Edit

Vendor Product  Sales Analysis

This tab provides sales data in a variety of formats that can be used to
identify trends and inform purchasing decisions. It includes the following
features:

The item's Item Description, UPC, and MFG #fields are
displayed on this tab.

If the item is a unit UPC associated with a case UPC, the Case
UPC field is displayed. The user may click the Case UPC field to
display the case UPC's Sales Analysis tab.

If the item is a case UPC associated with a unit UPC, the Unit
UPC field is displayed. The user may click the Unit UPC field to
display the unit UPC's Sales Analysis tab.

The Calculation Data section includes the Estimated Weekly
Sales (Units), Lead Time Demand, QoH, On Order,
Excluded On Order, Retail Price, and Avg Cost fields. Some
of these fields may be edited on the Product Edit tab.

The Lead Time (Days) field reflects the value displayed in the
Lead Time Days field on the vendor's Vendor Information for
screen. The user may temporarily adjust this value on this tab to
display its effect on calculations, but it can only be permanently
changed on the vendor's Vendor Information for screen. Refer
to Set Up and Maintain a Vendor Record for more information.
The MIN and MAX fields reflect the item's current minimum and
maximum values (respectively). They may be edited on this tab.

The Suggested Min and Suggested Max fields reflect the
suggested minimum and maximum values (respectively). The
system calculates these values according to the item's lead time,
lead time demand, safety stock percentage and estimated weekly
sales.

Note: If an item does not have 8 weeks of sales data or the item
was out of stock for more than 50% of the 8-week period, the
suggested values will be "0."

If the Lead Time Days field is not populated,the suggested
values will be "N/A."
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« The Saw Tooth Graph section presents a graphic
representation of comparative inventory levels over the past year.
This graph allows the user to identify how changes to min/max
levels can help avoid overstock and out of stock situations.

+ The 8-Week Sales Data section includes the Weight, Sales
Units, Sales Dollars, Days Out Of Stock, Weekly Average
Sales (Units), Lost Sales (Units), Lost Sales (Dollars),
COGS, GP%, and GP$ fields.

Note: The Days Out Of Stock, Lost Sales (Units), and Lost
Sales (Dollars) fields display values for items that go out of stock
after the system software is updated. Values are not calculated
for items that are or were out of stock prior to the update.

+ The Weekly Sales section presents a graphic representation of
weekly sales over a 52-week period. The user may hover over a
week's red diamond to display data from that week.

Inventory Level
Screen

The Inventory Level screen now |+
provides tools to control the
method by which an item's
min/max levels are set and
adjusted. Refer to Manage a
Product’'s Min/Max Levels (see
page 43) for information on using
this screen.

Min/Max Import
Screen v - Min/Max Import

The Min/Max Import screen e —— T —— — 3 T— -
provides a method for importing —_— = R e -

min/max data into the system. L R S SR S
Referto Import Min/Max Levels | Ze S ii i i
(see page 46) for informationon | =SS e
using this screen. —_ = e e oe = e

Excel Import Screen

The Excel Import screen has Excel Import,
replaced the Import Data from
Excel screen. Refer to Import
Inventory ltem Data for
information on using this screen. e

oyl
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Receiving

The following features have been added to or updated in the Receiving portion of the Data Center

application.

Receiving Button

The Receiving button has
replaced the Receive By PO
button. Click this button to display
the Receiving screen.

[ryr—

Invoicing Button

The Invoicing button has
replaced the Enter Invoice
button. Click this button to display
the Invoicing screen.

[ery—

Receiving History
Button

The Receiving History button
now activates a completely
updated feature. Click this button
to display the Receiving History

screen.

[ —

Receiving History By
Item Button

The Receiving History By Item
button is a new addition to the
main menu. Click this button to
display the Receiving History
By ltem screen.

ity
f_;‘i-

fish

i

[ —r—

3

o=

[pre—

Recerdng History
By ltem
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Receiving Screen

The Receiving screen has
replaced the Receive By PO
screen. Refer to Receive
Inventory ltems (see page 48) for
information on using this screen.

The screen includes the following updates:

« The Select Vendor list now includes the All option. This option
displays all active purchase orders and is selected by default
when the screen is initially opened.

+ The Receive By Packing Slip button has replaced the New
Receiving by Packing Slip button and been relocated to the top
of the screen. Itis available only when an actual vendor (not All)
has been selected from the Select Vendor list.

« Thelmport PO and Template buttons are available only when
an actual vendor (not All) has been selected from the Select
Vendor list.

« The Refresh button has replaced the Show Open POs button.

« The Search POs feature includes a drop-down that allows the
user to perform a search for a specific identifier (PO#, Scan UPC,
Scan MFG #, Scan Item #, or Scan Vendor Part #).

« The Details button has replaced the selection checkbox as the
tool for displaying a purchase order's details on the Receiving
Details screen.

« The Delete button is now available for every purchase order.

« The Received column now displays either None or In Progress.
(The Partial status has been removed.)
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Receiving Details
Screen

The Receiving Details screen
has replaced the secondary
Receive By PO screeninthe
receiving process. Refer to
Receive Inventory ltems (see
page 48) for information on using
this screen.

Receiving Details

Jre—

The screen includes the following updates:

The Back button allows the user to return to the Receiving
screen. Information entered on the Receiving Details screen will
be retained and the Receiving screen will display the previously
selected filters and options.

If receiving by packing slip, the PO # field may be edited.

The product identifier feature drop-down now includes a Scan
Vendor Part # option in addition to the Scan UPC, Scan

MFG #, and Scan Item # options.

The product identifier feature displays a message if the user
enters an identifier that is not in the database. If the Scan UPC or
Scan Item # option was selected, the message gives the user the
opportunity to add the identifier to the database with a new
Product Edit window.

The Receiving Details tab has replaced the main list portion of
the screen.

The Firearm tab has replaced the Received Firearms list
portion of the screen.

The Serialized Nonfirearms tab has replaced the Received
Serialized Nonfirearm list portion of the screen.

The Print Receiving button allows the user to access/print the
Receiving Details report.

The Unit Cost column highlights a cell if its value is zero or is
larger than the value in the corresponding Last Cost cell.

The Retail Price column highlights a cell if its value is zero.
The Mark Fully Received button has been removed.
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Firearm Tab

The Firearm tab has replaced the — Receiving Details

Received Firearms list portionof | R

the Receiving Details screen. = g fram—
[ ot saunk

The tab includes the following updates:

« The Customer Name column automatically assigns a received
firearm to the customer with the oldest special order for the
firearm. The user can utilize the drop-down to undo the
assignment or select another special order customer.

Serialized S asc:,
Nonfi rearms Tab . Receiving Details

The Serialized Nonfirearms tab
has replaced the Received _
Serialized Nonfirearm list S ———————
portion of the Receiving Details | * = =+ . :
screen.

rr

it
i
i
i
i

The tab includes the following updates:

+ The Customer Name column automatically assigns a received
serialized item to the customer with the oldest special order for the
item. The user can utilize the drop-down to undo the assignment
or select another special order customer.

T e T

Receiving Details
Report e
The Receiving Details reportis a - -

new feature available during the N e e el
receiving process and during s ==t @ e

reviews of the receiving history. i T I R R
Refer to Receive Inventory ltems "..i_:'_ e ==
(see page 48), Complete the e sealid Ronrvesrs

Label Printing Window (see page - ==
57), or View and Use the

Receiving History Record (see s
page 67) for information on
accessing this report. L=

The report includes the following features:
+ The Received Firearms section displays details from the
Firearm tab.
+ The Received Serialized Nonfirearms section displays details
from the Serialized Nonfirearms tab.
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Vendor Product
Detail Window
The Vendor Product Detail

Vendor Product Detail

Gloves, men's large

WindOW a”OWS the user tO Capture Vendor Genuine Distribution, Inc.
vend.o.r part number§ during the Vendor Part # ‘ 1 ‘
receiving process to improve other

processes and functions. Refer to Catalog Cost | |

Complete the Vendor Product
Detail Window (see page 55) for
information on using this window. Sell Pack ‘1 ‘

Vendor Priority (1 -]

Da nat show the Vendeor Product Detail screen faor this UPC

- Submit

The window has been updated with new features:

o The UPC's Item Description now displays near the top of the
window.

o The Do not show the Vendor Product Detail screen for this
UPC checkbox allows the user to prevent the window from
displaying for this UPC during the receiving process. Refer to
Manage the Vendor Product Detail Windows (see page 79) for
additional methods of controlling this window.

Label Printing balint Privivg

. Select Items and Qua_ntity to Print
Window i om
The Label Printing window has i | | B B e

replaced the Select Items and
Quantity to Print window in the
receiving and invoicing processes.

Refer to Complete the Label The window has been updated with new features:
Printing Window (see page 57) for « The Unit Cost column highlights a cell if its value is zero or is
information on using this window. larger than the value in the corresponding Last Cost cell.

« The Retail Price column highlights a cell if its value is zero.
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Invoicing Screen

The Invoicing screen has
replaced the Enter Invoice or
Receive By Invoice screen.
Refer to Manage Invoices (see

T e T — s

- T iz : 1
- - s

page 62) for information on using The screen includes the following updates:

this screen.

All submitted purchase orders are automatically moved to the
Invoicing screen.

The Select Vendor list now includes the All option. This option
displays all active invoices and is selected by default when the
screen is initially opened.

The From and To fields default to a 3-month date range ending
on the current date.

The All Dates checkbox overrides the values in the date range
fields to display all active invoices from any time period.

The Merge column allows invoices to be selected and merged
into a single invoice. It is available only when an actual vendor (not
All) has been selected from the Select Vendor list.

The Details button has replaced the selection checkbox as the
tool for displaying an invoice's details on the Invoice Details
screen.

The Delete button permanently removes the invoice.

The New Invoice button has been removed.

The New Receive By Invoice button has been removed.

The New Credit Memo button has been removed.
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Invoice Details
Screen

The Invoice Details screen has
replaced the secondary Enter

Invoice and Receive By Invoice |

T

screens in the invoicing process.
Refer to Manage Invoices (see
page 62) for information on using
this screen.

The screen includes the following updates:

The Back button allows the user to return to the Invoicing
screen. Information entered on the Invoice Details screen will be
retained and the Invoicing screen will display the previously
selected filters and options.

The ability to add products to an invoice has been removed.
The product identifier feature drop-down now includes a Scan
Vendor Part # option in addition to the Scan UPC, Scan
MFG #, and Scan Item # options.

The Print Invoice button allows the user to access/print the
Invoice report.

The Unit Cost column highlights a cell if its value is zero or is
larger than the value in the corresponding Last Cost cell.

The Retail Price column highlights a cell if its value is zero.
The Zero All Qty button has been removed.

The Delete button has been removed from the list.

Invoice Report

The Invoice report is a new
feature available during the
invoicing process and during
reviews of the invoicing history.
Refer to Manage Invoices (see
page 62), Complete the Label
Printing Window (see page 57), or
View and Use the Receiving
History Record (see page 67) for
information on accessing this
report.
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Receiving History
Screen

The Receiving History screen
provides a review of the receiving
and invoicing processes and has
been updated with new features.
Refer to View and Use the
Receiving History Record (see
page 67) for information on using
this screen.

s lGlo Glo ol Bie e Gle | £

Receiving Details
History Screen

The Receiving Details History
screen is a new feature of the
Receiving History screen. Refer
to View and Use the Receiving
History Record (see page 67) for
information on using this screen.

Receiving Details History

Invoice Details
History Screen

The Invoice Details History
screen is a new feature of the

Receiving History screen. Refer | 5 -

to View and Use the Receiving
History Record (see page 67) for
information on using this screen.

T80 30

Receiving History By
Item Screen

The Receiving History By Item
screen provides an item-by-item
review of items received during a
selected timespan. Refer to View
and Use the Receiving History
Record (see page 67) for
information on using this screen.

Receiving History By Item,
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Reports

The following features have been added to or updated in the Reports portion of the Data Center application.

B u tto n “::1 Sold

The Items Sold Report button
has replaced the Daily Items
Sold Report button. Click this
button to display the Items Sold
Report screen.

Items Sold Report r'r LIS g pimt il S REE

Vendor Reorder r"‘" NN NN R R o e T
Report Button T

The Vendor Reorder Report

button is a new addition to the

main menu. Click this button to

display the Vendor Reorder

screen.

Audit Log Button L I T N N N o T—
The Audit Log button has =3

replaced the PCI Audit Log
button. Click this button to display
the Audit Log screen.

Inventory Reports > [~ =% = @ =2 L 2 R Ae
Items Out of Stock ==
Report Option

The Inventory Reports > Items
Out of Stock Report optionis a
new addition to the main menu.
Click this option to display the

Items Out of Stock Report
screen.
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Inventory Reports > [~ = - : . - -
Value On Hand
Report Option

The Inventory Reports > Value
On Hand Report option is a new
addition to the main menu. Click
this option to display the Value On
Hand Report screen.

Daily Info Report
Screen

The Daily Info Report screen = o
has been updated to include the
Deposits Created and Deposits
Redeemed line items. Refer to =
View the Daily Info Report for
information on using this screen.

Daily Sales Report
Screen

The Daily Sales Report screen
has been updated to include the

Deposits and Deposit
Redemptions columns. Refer to
View the Daily Sales Report for
information on using this screen.

Items Sold Report
Screen

Items Sold Report

The Items Sold Report screen
has replaced the Daily Items
Sold Report screen. Refer to
View the ltems Sold Report for
information on using this screen.
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Vendor Reorder
Screen

The Vendor Reorder screen S . ————
provides a list of items that have
fallen below their minimum
inventory levels and should
probably be reordered. Refer to
View the Vendor Reorder Report

(see page 71) for information on

using this screen.

Audit Log Screen

The Audit Log screen has
replaced the PCI Audit Log
screen. Refer to View the Audit
Log for information on using this

screen.

Items OUt Of StOCk L SoD; ey [ e Siced
Report Screen s Out o tck Repr

a2 e | subdi |
The Items Out of Stock Report |-==--—

Copaa | e | oo | WBGR APC | ol Gk | DarO0h B gt Dan 0% gy et ettt o8
e o e p— e o 2 umms me a4 o w  ww e

[elemmlt ]

screen provides a list of items that

were out of stock for a day or more Note: The screen displays items that go out of stock after the system
during a selected 31-day time software is updated. It does not reflect items that are or were out of stock

period. Refer to View the ltems ~ Prior to the update.
Out of Stock Report (see page 72)

for information on using this

screen.

Value On Hand
Report Report Screen |

The Value On Hand Report
screen has replaced the Value
On Hand report that was
accessed through the Report

List screen. Refer to View the
Value On Hand Report (see page
73) for information on using this
screen.
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Setup

The following features have been added to or updated in the Setup portion of the Data Center application.

mi

Inventory > Weighted 25 = = -2 e = - 5%
Suggestions Option

The Inventory > Weighted
Suggestions option is a new
addition to the main menu. Click
this option to display the
Weighted Suggestion Setup
screen.

Inventory > Vendor
Product Setup
Option

The Inventory > Vendor
Product Setup option is a new
addition to the main menu. Click
this option to display the Vendor
Product Setup screen.

Label Printer Setup A§S: 3 =308 50
Screen —— .
The Label Printer Setup screen g

now includes options to e
automatically check the print label —

checkboxes on the Label
Printing window during the
receiving and invoicing processes.
Refer to Manage Label Printers

(see page 74) for information on

using this screen.

FirearmUPC Screen [fsz: s =263 »~5o:>

The Firearm UPC screennow | Firearm UPC,
populates the UPC drop-down e ] = wm—
with both the UPC and the fme— I :

Receipt Description. Refer to
Manage Firearm UPCs for
information on using this screen.
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Weighted Suggestion |:
Setup Screen

The Weighted Suggestion
Setup screen provides tools to set |
up and maintain weight
percentages used to calculate
min/max values. Refer to Manage
Weighted Suggestions (see page
76) for information on using this
screen.

Vendor Product
Setup Screen

The Vendor Product Setup
screen provides a method for
controlling whether or not the
Vendor Product Detail window
displays during the receiving
process. Refer to Manage the
Vendor Product Detail Windows

(see page 79) for information on

using this screen.
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Register Application

The following features have been added to or updated in the Register application.

Jane Customer

Deposit Button B,

(320) 555-1

The Deposit button has been
added to the Cash Register
screen. Itis presentonly ifa
customer has been selected.
Refer to Receive a Deposit (see
page 81) for information on using
this feature.

CASH REGISTER

f—"'
DEPOSIT !

Deposits Heading

The Deposits heading has been
added to the Current window.
Refer to View a Customer’s
Active Deposits (see page 82) or
Apply a Deposit to a Transaction

(see page 83) for information on

using this feature.
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Sort and Filter Reporting Screen Data

Complete the following procedures as needed to adjust the arrangement and selection of data shown on a

reporting screen.

HIAT A

Min/Max Import

[sewes ATREE
P e e e L L ] W TDSee DGy 4 PrSees 7 Py WD e ul
061300 Acifiport ACCESSORIES 50 $ SI1ETA0 0 §730.00
LRI A Sopwly s00 ® oo ° o °
sera sy s : s . a0
Lot AcaSpurt 000 u soo0 L] $20000 |
sodtpon e w  bem : 1000
oanwE Actpan L) L] oo L] R (]
042M0Y Aot s ] a0 & S0 °
A0 et Lo L] oo L S °
e s : o . s

Sort Rows According to a
Column's Contents

Click the column heading once to sort the rows in ascending (A-Z;
1-2-3; Chronological; etc.) order .

Click the column heading again to sort the rows in descending (Z-
A; 3-2-1; Reverse-Chronological; etc.) order.

Group Rows According to a
Column's Contents

Drag a column heading onto the gray bar at the top of the table to
collect rows in groups.

[ otocrer |

‘\ uPC ?" Vendor Part # ?| Ttem Description

2 column it here t0
op group

V|Am0rder 7| Manufacturer T

v ARS Count: 1 $000 0 S000 0 $000 O

~ BLACKHAWK! Count: 1 $000 0 $000 0 $000 O

~ COLT Count: 3 8000 O S0.00 0 S$0.00 0O

~ CRIMSON TRACE Count: 1 $75000 6 $21,87400 130 $73000 6
~ STORE Count: 2 5000 O $0.00 O $000 0O

v TEST Count 12 $47000 22 $3000 1 $45000 20

Click a group's Expand (down arrow) button to display the rows
inside it.

[ otocrer |

‘\ upC ?‘ Vendor Part # ?| Ttem Description

3 column it here to
op group by

T|Aum0.der I | Manufacturer 1T

v ARS Count:1 $000 0 $000 0 $000 O
~ BLACKHAWK! Count 1 $000 0 $0.00 0 5000 0O
| A COLT Count:3 $000 O $0.00 O 5000 0

023614259558 test firearm N coLT
|(l]352719124 TEST FIREARM A N coLT
01332719125 TEST FIREARM B N coLT

~ CRIMSON TRACE Count: 1 $75000 6 $21,87400 130 $73000 6
~ STORE Count: 2 5000 O $0.00 O $000 0O
~ TEST  Count: 12 $47000 22 $30.00 1 $45000 20

Click a group's Contract (up arrow) button to hide the rows inside
it.

If desired, drag the column heading back to its original position to
undo the grouping.
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Filter Data with a Search
Term

Min/Max Import

e —— . - . g B wme

- ]
R - . e . . [
o inen

n

1. Enter the desired character string in the Search field.
2. Ifdesired, click the Clear Search (X)button to undo the search.

Filter Data According to a
Column's Contents

1. Click the Filter (funnel shape) button in the column heading to
display a filter selection menu.

Manufacturer T | Min Gty ?| Max Qty Y|QDH

CRIMSON TRA = ¢ o
coLT ARS

BLACKHAWK! BLACKHAWK!

TEST CoLT

TEST CRIMSON TRACE

- STORE

TeST TEST

Show rows with value that

coLT

| Contains
CoLT

)
ARS ‘ ‘
|

TEST |And

TEST | starts with -]

TEST ‘

STORE N N

| Filter || Clear Filter |
L STORE
2. Complete any of these procedures to select the value(s) to be

retained:
Note: If no checkboxes are checked, all values are retained in the
list.

« Check avalue’s checkbox to select it for retention.
o Uncheck a value's checkbox to deselect it for retention. (It
will be filtered out of the list.)
« Checkthe Select All checkbox to select all values for
retention.
3. Click the Close button in the menu's top right corner to close it.
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Custom Filter Data 1. Click the Filter (funnel shape) button in the column heading to

According to a Column's display a filter selection menu.
Contents Manufacturer T | Min Qty ?| Max Qty V| QoH
CRIMSON TRA =
coLT ARS
BLACKHAWK! BLACKHAWK!
TEST COoLT
TEST CRIMSON TRACE
TEST STORE
TesT TEST

Show rows with value that

| Contains
COLT

=
ARS ‘ ‘
TEST | And - |

TEST | Starts with - |

Fiter || ClearFilter |

coLT

TEST ‘
STORE |

STORE

2. Complete the following procedure to define a filter criterion:
1. Select a condition (Is equal to, Starts with, etc.) from the
Contains drop-down.
2. Enter the desired character string in the field below it.
3. Ifneeded, click the aA button to toggle the case match
control for the entered text.
3. If desired, complete the following procedure to define a secondary
filter criterion:
1. Select a connector (And, Or) from the And drop-down
2. Selecta condition (Is equal to, Starts with, etc.) from the
Startw with drop-down.
3. Enter the desired character string in the field below it.
4. If needed, click the aA button to toggle the case match
control for the entered text.
4. Click the Filter button to display the filtered list.
5. Ifdesired, click the Clear Filter button to undo the filtering.

Toggle Column Filter
Controls

Click the Toggle Filters button to display filter controls at the tops of the
columns. (Click again to hide the controls.)
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Clear all Filters
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Post Inventory Adjustments to the Accounting
Software

Complete the following procedure to post one or more inventory adjustment entries to the QuickBooks
application.
1. Navigate to the Adjustment Postings screen.

1. Ifitis open, close the Data Center (IMS) application.

2. Make sure all other users are logged out of the QuickBooks application.
3. Log in tothe QuickBooks application with Administrator rights.
4

. Log Into the Data Center Application to display the Data Center Main Menu screen.

T T T e T e e e R == =

B o BN~

Post
Adgustment

5. Select Accounting > Post Adjustment from the main menu to display the Adjustment
Postings screen.

Adjustment Postings

Date Total . Preview Type Adjustment Type

O 0192015 51976 & PHYSICAL COUNT ADUUSTMENT
£ 01192018 §11.70) [~% PHYSICAL COUNT ADIUSTMENT

2. Complete any combination of the following to determine which entries will display on the screen:
« Enter the desired starting and ending dates in the Date Range fields.
o Select an adjustment type from the Adjustment Type drop-down field.
o Select a type (status) from the Type drop-down field.

3. Click the Submit button to display all entries matching the selection criteria.

4. Complete the following procedures as appropriate:
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Preview and Print an
Adjustment Record

1.

W N

Click the entry’s Preview button to display the entry preview

window.

If desired, click the Print button to display the Print window.
Modify print options (e.qg., select a different printer, adjust
settings, etc.) as needed.

Click the Print button to print the entry.

Click the Close button to close the entry preview window.

Post a Single Entry
to QuickBooks
Software

N =2l s

Locate the desired entry.

Click the entry’s Post button in the Type column to post the
entry. This step changes the name of the button from Post to
Posted xx/xx/xxxx (with xx/xx/xxxx being the date of the
posting).

Note: Do not click the button in the Type column if it is named
anything other than Post.

Post Multiple Entries
to QuickBooks
Software

BN

. Check the checkboxes in front of all desired entries to select

them (or click the Select All button to select all entries).

Note: Do not select an entry if the button in its Type column
cell is named anything other than Post.

Click the Post Selected button to post the entries. This step
changes the name of each entry’s Type column cell button
from Post to Posted xx/xx/xxxx (with xx/xx/xxxx being the
date of the posting).

5. Click the tab's Close button to close the screen.
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View the Deposits List

Complete the following procedure to view all active deposits. (The Deposits List screen does not display
redeemed deposits.)

1. Navigate to the Deposits List screen.

1.

Log In to the Data Center Application to display the Data Center Main Menu screen.

Depouts
List

2. Select Customer Admin > Deposits List from the main menu to display the Deposits List
screen.

| sewech
troree
— 0 Saper
Do o A st e
e

IR

]

iU

2.

If needed, Sort and Filter Reporting Screen Data (see page 36)
3. Click the tab's Close button to close the screen.
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Manage a Product’s Min/Max Levels

Complete the following procedure to control the method by which an item's min/max levels are set and adjust
these levels as needed.

1. Navigate to the Inventory Level screen.
1. Log Intothe Data Center Application to display the Data Center Main Menu screen.

T T e
5 4 4 = B @GTe E i | I
Ewentory
Level

Uy bury by g By b St s

2. SelectInventory Management > Inventory Level from the main menu to display the
Inventory Level screen.

K| Cowss | 4 | 3

2. Ifdesired, select a vendor from the Vendor drop-down to display only items associated with that
vendor. (Click the Select All vendor name to display items from all vendors.)

Note: If anitem is linked to a case UPC, the case UPC will display on the screen and the unit UPC will
not.

3. Select one of the following options from the Min/Max Type drop-down to display items that utilize the
corresponding method to set min/max levels.

o Suggested: The system calculates and displays Suggested Min and Suggested Max values,
and the user can update the Current Min and Current Max values by accepting the calculated
values or manually entering new values.

o Manual: This method is useful for items that may not benefit from routine min/max maintenance
as they are seasonal, hard-to-get, or otherwise unusual. It functions just like the Suggested
method.

« Automatic: The system automatically resets Current Min and Current Max values to match
suggested values when they are calculated.

4. Sort and Filter Reporting Screen Data (see page 36) as desired.

5. Complete the following procedures as needed to manage min/max levels:
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View an ltem's Sales 1. Click an item's Details button to display its Sales Analysis
Data tab in the Product Edit window.

2. Complete any of the following procedures as desired:

« Enter/edit the value in the Lead Time (Days) field to
display its effect on calculations.

Note: This adjustment is only temporary. To change
the value permanently, modify the value of the Lead
Time Days field on the vendor's Vendor Information
for screen. Refer to Set Up and Maintain a Vendor
Record for more information.

« Enter/edit the values in the MIN and MAX fields to
update the product's Current Min and Current Max
values (respectively) on the Inventory Level screen.

« Clickthe Product Edit tab to display it and modify
values.

Note: Refer to Manage Product Information for more
information.

3. Click the Submit button to close the Product Edit window.

4. Complete either of the following to display the updated
information on the Inventory Level screen
¢ Close and reopen the Inventory Level screen.
o Click the Submit button to display a change
confirmation window and click the window's OK button
to close it.
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Adj ust an Item's Note: This feature is not available when Automatic is selected in

Min/Max Levels to the Min/Max Type drop-down.
Suggested Values 1. Locate the Adjust to Suggested column in the list.

2. Complete the following procedures as needed to select the
item(s) that will be adjusted:

Note: When an item is selected, the values in its Current Min
and Current Max cells will temporarily change to match the
values in its Suggested Min and Suggested Max cells
(respectively)

o Check anitem’s Adjust to Suggested checkbox to
select it.

o Uncheck an item’s Adjust to Suggested checkbox to
deselectit.

o Checkthe Adjust to Suggested checkbox in the
column header to select all items.

¢ Uncheck the Adjust to Suggested checkbox in the
column header to deselect all items.

3. Click the Submit button to display a change confirmation

window.
4. Click the OK button to close the window and update the
screen.
Change an Item's 1. Locate the min/max type (Suggested, Manual, and

Automatic) columnsin the list.

2. Complete the following procedures as needed to select the
item(s) that will be changed:

o Click anitem’s min/max type radio button to select that
type for the item.

o Check a min/max type column header's checkbox to
select that type for all items.

« Click the dash (-)in a min/max type column header's
checkbox to revert the selected items in that column to
their original setting.

3. Click the Submit button to display a change confirmation
window.

4. Click the OK button to close the window and update the
screen.

Min/Max Type
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Import Min/Max Levels
Complete the following procedure to import min/max data into the system by creating, populating, and
importing a formatted Excel file.
1. Navigate to the Min/Max Import screen.
1. Log Into the Data Center Application to display the Data Center Main Menu screen.

Min/Max
Impart

2. SelectInventory Management > Min/Max Import from the main menu to display the Min/Max

Import screen.

Acomeng  Commarddmn  heren  facite  feems  Gummineg i

. " - - - -}
& 4 & = B @ € E B
ot Prodect KA Produrt Mon-llock  Quick Pt Sessonsl | Iwwrtory MM Regueed ABnDec  Bulk Defne  Mandetory Irartony Peoduct Saodi up Hatory Enenl el Lewman
Manigrarce  Mpsteanis  Tawes  Bee By Ml sl Do My Cptne AmnTwsc MOy Secksking  Aduiment Bapodt  Bepon et | Report | Mastessnor
i i Tl Py - e
.

Min/Max Import
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3. Populate the Excel file with min/max information.
4. Save the Excelfile.

5. Navigate to the Min/Max Import screen.
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6. Clickthe Import from Excel button to display the Load Excel Import window.

Lows Locel
| v Compuins v Durail] o bcurpers » duis Deiacembn » v |47 J eorch o Dosmcener 5
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7. Browse to the desired location.
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8. Double-click the saved Excel file to select it and start the import process.
9. Ifthe system detects any errors, it displays the Import Complete with Errors window.
Complete any of the following as needed:

o Click the Print/Save button to display the errors in a formatted template file that may be
manually printed and/or saved. Click another button as appropriate to close this window.

o Click the Continue button to continue with the import for the uploaded items.
« Click the Cancel button to cancel the import.

10. When the import is complete, the system displays the Upload Complete window.

Upload Complete

11. Click the Close button to close the window.
12. Click the tab's Close button to close the screen.
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Receive Inventory ltems

1. Navigate to the Receiving screen.
1. Log Into the Data Center Application to display the Data Center Main Menu screen.

| ey ey e e s e e e g e g e
2 | v

Recering

2. Select Receiving > Receiving from the main menu to display the Receiving screen.

Select Vendor - Receiving
Vendor: All
o avee [l
L Search PO

Deails | Delete  Vendor Receted PO Date PO Vendcs Order ® | Ship Date | ShipVia | User 1D Last Mame

achude
Ordered Gty
L W Acsport Hone 12/09/2014 | 141209-046-0 11093014 Super User | User
AL |Aaspon In Progress | 12/03/2014 | 141203-038-0 | super User [uses
a »

Acme Supply [ In Progress | 12/03/2014 | 141203-034-0| 987654321 12032014 Super User |User

2. Complete any of the following procedures as desired to determine which purchase orders are
displayed on the screen:

o Filter by Vendor:
Click a vendor name in the Select Vendor list to display only purchase orders for that vendor.
(Click the All vendor name to display purchase orders for all vendors.)
Note: If needed, enter all or part of a vendor’s name in the field to show only matching vendors in
the Select Vendor list.

o Filter by Date:
Uncheck the All Dates checkbox, enter dates in the From and To fields, and click the Refresh
button to display only purchase orders from that date range.

o Filter by Significant Number:
Select an option (PO#, Scan UPC, Scan MFG #, Scan Item #,Scan Vendor Part #) from the
drop-down, enter all or part of the desired identifier in the text field, and click the Search POs
button to display only purchase orders that contain the entered text.

o Sortand Filter Onscreen Data.

3. Complete the following procedures as needed to manage received products:

Receive Items with a 1. Click a purchase order's Details button to display the

Purchase Order Recotlvmg .Detalls screen.
2. Continue with the procedure below.

—

Click the appropriate vendor name in the Select Vendor list
to activate the Receive By Packing Slip button.

2. Clickthe Receive By Packing Slip button to display the
Receiving Details screen.

Note: From this point forward, the receiving record for the
packing slip will be considered a purchase order.

Receive Iltems with a
Packing Slip

3. Continue with the procedure below.
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Import Purchase
Order Data

Refer to Import Purchase Order Data (see page 60) for more
information.

Print a Receiving
Details Report

o

~

. Click a purchase order's Details button to display the

Receiving Details screen.

. Receive items as desired.

Click the Print Receiving button to display the Receiving
Details Report window.

I O s
Buws ot Ve Auisoort procsesn]

Adjust display as desired.

Click the Print report button to display the Print window.
Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.

Click the Print button to print the document.

Click the Close button on the Receiving Details Report
window to close it.

Delete a Purchase
Order

. Click a purchase order’s Delete button to display a deletion

confirmation window.

Are you sure you want to delete this Purchase Order?

Click the Yes button to remove the purchase order from the
screen.

Click the tab's Close button to close the screen.
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4. Complete the following procedures as appropriate to identify the product(s) being received:
o Click afirearm's Receive Firearm button.
« Click a serialized nonfirearm's Receive Serialized Nonfirearm button.
o Enteraproduct's UPC (or other identification number):
1. Select a product identification option (Scan UPC, Scan MFG #, Scan Item #, or Scan
Vendor Part #) from the drop-down field.
2. Scan or enter the appropriate identifier (UPC, etc.) in the blank field and press the Enter
key.
Note: If the identifier is not already in the database, the system displays an identifier not
found message window featuring either a set of Yes and No buttons or a single OK
button. Complete one of the following as appropriate:

o Click a Yes button to display a new Product Edit window for the entered identifier.
(Refer to Manage Product Information for information on using this window.)

¢ Click a No button to close the window and use the Product Search function to
locate the desired item.

« Click an OK button to close the window and use the Product Search function to
locate the desired item.

o Select product(s) through the Product Search function:
1. Click the Product Search button to display the Product Search window.

2. Selectthe product(s) to be received.

Note: Multiple standard (non-serialized) products may be selected from the window.
Although this screen allows for the selection of multiple serialized (firearm or nonfirearm)
products, the system will display a description window for only one of them. For this
reason, RTG suggests selecting only one serialized product at a time through this feature.
Refer to Select a Single Product and Select One or More Products as appropriate.

5. Ifthe system displays a Vendor Product Detail window, Complete the Vendor Product Detail
Window (see page 55) as appropriate.

6. The system displays information based on the type of product identified:

50 - New and Updated Procedures Software Update Notes



If a firearm was identified... The system displays the Firearm Description window.
1. Describe a Firearm.

Note: To receive multiples of the same firearm in a single
step, enter a serial number in the Serial Number(s) field and
press the Enter key to create a line for the next serial number.

2. The product list displays the selected firearm and increases
the value in its Qty Received field by the quantity of entered
serial numbers.

3. Clickthe Firearm tab to display each unique firearm/serial
number combination.

4. If needed, edit the date in the Acquisition Date field to reflect
the proper date of receiving for the Bound Book(s).

If a serialized nonfirearm  The system displays the Serialized Nonfirearm Description
product was identified... window.
1. Describe a Serialized Nonfirearm.
Note: To receive multiples of the same item in a single step,
enter a serial number in the Serial Number(s) field and press
the Enter key to create a line for the next serial number.

2. The product list displays the selected serialized product and
increases the value in its Qty Received field by the quantity of
entered serial numbers.

3. Click the Serialized Nonfirearms tab to display each unique
product/serial number combination.

S —
— et e
If a standard (non- The system displays the selected product in the product list and
serialized) product was increases the value in its Qty Received field by one. (Refer to Edit a
identified... Product's Quantity for information on manually editing this field.)

7. Complete the following procedures as needed to update received products:
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Edit a Product's Quantity

Locate the product in the product list.
Edit the number in the product's Qty Received field.
Continue with the procedure below.

Edit a Product's
Information

Click a product's Edit button to display its Product Edit

window.

Product Edit Vendor Product Sales Analysis

I |DEPARTMENT
» |TTEm

B | waarAcTURER TEST

Del Attribute Descriptor

Attribute Descripton

ACCESSORIES
| TEST ITEM

Product Tax Info

Del Tax Type Description Tax Rate

*| Add Product Tax

Del Type

Description Price

AddUpdate Product Price

Edit product information as needed.

Note: Refer to Manage Product Information for more

information on modifying information in this window.

Click the Submit button to close the Product Edit window.
Continue with the procedure below.

Edit a Firearm's Serial
Number or Description

N 2 h

Locate the firearm on the Firearms tab.

Click the firearm 's Edit button to display its Firearm

Description window.

Edit the serial number in the Serial Number(s) field as

needed.

Note: Refer to Describe a Firearm for information on

changing values in other fields.

Click the Submit button to close the Firearm Description

window.

Continue with the procedure below.
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Edit a Serialized 1. Locate the serialized nonfirearm product on the Serialized
Nonfirearm Product's Nonfirearms tab.

Serial Number 2. Click the product's Edit button to display its Serialized
Nonfirearm Description window.

Serialized Nonfirearm Description
UPC 624853179123

Test Serialized Item

3. Editthe serial number in the Serial Number(s) field as
needed.

4. Click the Submit button to close the Serialized Nonfirearm
Description window.

5. Continue with the procedure below.

8. Enter/edit Received Values as needed for each item.
Note: A user must be granted the ProductCost permission to view/use some of these fields.

Note: If an item is a firearm or a serialized non-firearm product, some of these fields may not be edited

directly.

Qty Ordered Enter the quantity of the item ordered.

Qty Received Enter the quantity of the item received.

Unit Cost Enter the actual unit cost for the item.

Retail Price Enter the retail price for the item to automatically
calculate and display the GP % value.
Note: GP% = (Retail Price - Unit Cost)/ Retail
Price

GP % Enter the gross profit percentage for the item to
automatically calculate and display the Retail Price
value.
Note: Retail Price = Unit Cost/(1-GP%)

Ext. Cost The system automatically calculates this amount by multiplying the Qty
Received by the Unit Cost.

9. Enter/edit Purchase Order information in the window as needed.
Note: Required fields and settings are displayed with red borders.

Invoice # Enter the invoice number.

Note: If an invoice number is not available, enter a placeholder number
(e.g., employee initials and the received date/time) and revise itat a
later date.

PO Date Enter the purchase order date (mm/dd/yyyy) or Select a Date with the
calendar button.
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Due Date Enter the date payment is due to the vendor (mm/dd/yyyy) or Select a
Date with the calendar button.

PO # Enter the purchase order number.

Standard Terms Select the appropriate terms option from the drop-down field.

Terms Enter additional or non-standard terms.

Vendor Order # Enter the vendor's order number.

Memo Enter notes as needed.

Shipping Enter shipping charges (e.g., freight, fuel surcharge, fees, etc.)
included on the invoice.

Discount Enter the discount amount for the entire invoice. (Do notinclude

discounts for individual items as these are entered in each item's
Discount % or Amount cell.)

Amount Due Enter the total amount due for the invoice. To calculate this amount,
add the sum of all Ext. Cost fields to the amount in the Shipping field
and subtract the amount in the Discount field.

10. Click the Submit button to display the Label Printing window.

Label Printing

Select Items and Quantity to Print
& Detail Item Cost Adjustment
Purchase Order # 141209-049-0

11. Complete the Label Printing Window (see page 57) to print labels and/or a receiving details report as
needed.
12. The system sends the purchase order to the Receiving History screen and generates a
corresponding invoice on the Invoicing screen.
13. Click the tab's Close button to close the screen.
Note: When appropriate, complete the Manage Invoices (see page 62) procedure to process the invoice for
the purchase order.
If needed, complete the View and Use the Receiving History Record (see page 67) procedure to review the
purchase order.
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Complete the Vendor Product Detail Window
Complete the following procedure to complete the Vendor Product Detail window that appears during the
receiving process.

1. Navigate to the Vendor Product Detail window.

1. Receive Inventory ltems (see page 48).
2. When an item that does not have a vendor part number is identified during the receiving process,
the system displays the Vendor Product Detail window.

Note: To control the behavior of the Vendor Product Detail window for all products, refer to Manage
the Vendor Product Detail Windows (see page 79).

Vendor Product Detail

Gloves, men's large

Vendor Genuine Distribution, Inc.

Vendor Part # ‘ 1 ‘

Catalog Cost ‘ ‘

Vendor Priority (1 -]

Sell Pack ‘1 ‘

Da nat show the Vendeor Product Detail screen faor this UPC

- Submit

2. Complete one of the following procedures as appropriate to close the window:

Create a Vendor Part 1. Enter/edit the information in the fields:
Number for this product Vendor The vendor option is preselected and cannot
be changed.
Vendor Part # Enter the vendor’s part number for the
product.
Catalog Cost |Enter the product’s cost from the vendor’s
catalog.
Vendor Select the vendor’s relative rank (1-5) among
Priority possible vendors of this product from the
drop-down.
Sell Pack Enter the minimum number (generally 1) of
the product that can be purchased.

2. Click the Submit button to create a vendor part number for
the product.

Note: The system will no longer display the Vendor Product
Detail window when this product is identified on a purchase
order for the associated vendor during the receiving process.
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Skip the creation of a Click the Cancel button to close the window.
Vendor Part Number for  Note: The system will continue to display the Vendor Product

this product Detail window when this product is identified during the receiving
process.

Disable the Vendor 1. Check the Do not show the Vendor Product Detail

Product Detail window screen for this UPC checkbox.

for this product 2. Click the Submit button to close the window.

Note: The system will no longer display the Vendor Product
Detail window when this product is identified during the
receiving process. Refer to Manage the Vendor Product
Detail Windows (see page 79) for information on undoing this
procedure.

3. Continue receiving the product.
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Complete the Label Printing Window
Complete the following procedure to complete the Label Printing window that appears during various
processes.
1. Navigate to the Label Printing window.
Complete any of the following procedures to display the Label Printing window:

o Receive Inventory ltems (see page 48):
Enter data on the Receiving Details screen and click the Submit button.

« Manage Invoices (see page 62):
Enter data on the Invoice Details screen and click the Submit button.

« View and Use the Receiving History Record (see page 67):
Click a Details button to display a corresponding details history screen and click an item's Print
button.

Label Printing

Select Items and Quantity to Print
& Detail Item Cost Adjustment
Purchase Order # 141209-049-0

Qty Orered Qy Fcervea Gy Retumed QoM | LstCost  Unit Cost  Retad Price

Note: A user must be granted the ProductCost permission to view/use some of the fields on this
window.

2. Complete the following procedures as appropriate:

Print label(s) for the 1. Complete any of these procedures to select the product(s) for
selected product(s) which labels will be printed:
o Check a product’s checkbox to select it.
¢ Uncheck a product's checkbox to deselect it.
o Check the Qty to Print column header checkbox to
select all products.
o Uncheck the Qty to Print column header checkbox to
deselect all products.
2. Ifdesired, edit the number in a selected product's Qty to
Print field.

3. Ifdesired, edit the amount in a selected product's Unit Cost
field.
Note: This field can only be modified when printing from a
receiving record.

4. If desired, edit the number in a selected product's Retail
Price field.

5. Click the Submit button to print labels for selected products
and close the Label Printing window.
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Print a Receiving Details

Report

1.

w

o

If available, click the Print Receiving button to display the
Receiving Details Report window.

;'“"__“‘“ Recalving Details Repart ’."‘:'I
-?l\(lﬂ\'!(_lﬁt’lt\llfl:\! NonFirearmes
| Close
Adjust display as desired.

Click the Print report button to display the Print window.
Modify print options (e.g., select a different printer, adjust

settings, etc.) as needed.

Click the Print button to print the document.
Click the Close button on the Receiving Details Report

window to close it.

Complete either of the following to close the Label Printing

window:

o Print product labels as needed.

¢ Click the Cancel button.
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Print an Invoice Report 1. Ifavailable, click the Print Invoice button to display the
Invoice Report window.

GOIOD Nt | ma N R

P

2. Adjust display as desired.
Click the Print report button to display the Print window.

w

4. Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.

Click the Print button to print the document.
6. Click the Close button on the Invoice Report window to
close it.
7. Complete either of the following to close the Label Printing
window:
o Print product labels as needed.
« Click the Cancel button.

o
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Import Purchase Order Data

Complete the following procedure to import purchase order data into the Receiving screen by creating,
populating, and importing a formatted Excel file.

1. Navigate to the Receiving screen.
1. Log Into the Data Center Application to display the Data Center Main Menu screen.

e g e e Yo et e o e T
9 | ¢

Recering

2. Select Receiving > Receiving from the main menu to display the Receiving screen.

elect Vendor 2k
Sele d : Receiving
ceive By Packing Slip
Vendor: All
L Search PO
Exclude 1 .
Grdered Gty Recered PO Date PO Vender Order ®  Ship Date  Ship Via User ID Last Mamne
AcuSport HNone 1270972014 181209-0a5-0 12032014 Super Uiser | User

AL |Aaspon In Progress | 12/03/2014 | 141203-038-0 | | super User [uses
‘ Acme Supply r In Progress 12/03/2014 | 141203-034-0| 987654321 '.1.'\.'3."‘0:"; Super US!’E'.'RI

Deails | Delete  Vendor

2. Click the appropriate vendor name in the Select Vendor list to activate the Template and Import PO
buttons.

3. Click the Template button to export the template format to an Excel file.

4. Populate the Excel file with purchase order information.
Note: The file must adhere to the validation requirements indicated in row 1 and below:

o AllUPC’s must be in the system.

o All quantities must be positive integers.

« A PO number may be entered once (in cell A3) for the entire purchase order. If a PO number is
not entered, the system will generate one.

Note: If the file contains a PO number that is already in use, the system will allow the file to be imported.
If an imported file is a copy of an existing PO, be sure to delete the duplicate PO(s) from the system.

5. Save the Excelfile.

6. Navigate to the Receiving screen and click the appropriate vendor name in the Select Vendor list to
activate the Template and Import PO buttons.

7. Clickthe Import PO button to display the Load Excel Import window.
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8. Browse to the desired location.
9. Double-click the saved Excel file to select it and start the import process.

10. Ifthe system detects any errors, it displays the Import Complete with Errors window.

Import Complete with Errors

UPC "12345" does not exist in the system: 1

2 items uploaded 1 Errors

Please Print or Save the errors

Complete any of the following as needed:

« Click the Print/Save button to display the errors in a formatted template file that may be
manually printed and/or saved. Click another button as appropriate to close this window.

o Click the Continue button to continue with the import for the uploaded items.
o Click the Cancel button to cancel the import.

11. When the import is complete, the system displays the Upload Complete window.

Upload Complete

12. Click the Close button to close the window.

13. Complete the following procedure to view the imported purchase order:
1. Click the tab's Close button to close the screen.
2. Navigate to the Receiving screen.

3. Click the imported purchase order's Details button to display its Receiving Details screen.

Software Update Notes New and Updated Procedures - 61



Manage Invoices

1. Navigate to the Invoicing screen.
1. Log Into the Data Center Application to display the Data Center Main Menu screen.

e S e R e e e
2 S}N: ;

o l“.kv.'.i:", ‘,

Invoicing

2. Select Receiving > Invoicing from the main menu to display the Invoicing screen.
B i oot T e

f— fdcrion  facites  fremms  Gummiheg ey Msugeesss  Membethps Mt Pessensl  PClMaagemest  frorg  bachesg  Range e Bapom  WerkOeden  Seg

Select Vendor II‘IVDiCiI"Ig

Vendor: All

Detais Amount PO #RMA #
. $0.00 141309-045-0
$0.00 141208-044-0
$0.00 1412030320
3000 141202-026-0-80-0
$0.00 141202-028-0
$0.00 141202-027-0
Acusport ] 999999 112572004 $1.25 1411250320

L
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2. Complete any of the following procedures as desired to determine which invoices are displayed on the
screen:

o Filter by Vendor:
Click a vendor name in the Select Vendor list to display only invoices for that vendor. (Click the
All vendor name to display invoices for all vendors.)

Note: If needed, enter all or part of a vendor’s name in the field to show only matching vendors in
the Select Vendor list.

o Filter by Date:
Uncheck the All Dates checkbox, enter dates in the From and To fields, and click the Refresh
button to display only invoices from that date range.

o Filter by PO Number:
Enter all or part of a PO number in the Search POs field and click the Search POs button to
display only purchase orders that contain the entered text.

« Sort and Filter Onscreen Data.

3. Complete the following procedures as needed to manage invoices:

Comp]ete an Invoice 1. Click an invoice's Details button to display the Invoicing
Details screen.

2. Continue with the procedure below.
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Merge Invoices

. Click the appropriate vendor name in the Select Vendor list
to activate the Merge column.

. Check an invoice's Merge column checkbox to include it in the

merge.

Note: At least two invoices must be checked to perform a
merge.

. Click the Merge button (the Mergecolumn header) to display

the parent invoice selection window.

Please select the invoice, which will represent the
parent invoice

Invoice #  Vendor Vendor Order#  Amount PO#

Acme Supply 111222334 $413.25  141203-036-0
Acme Supply 111222333 $7.50 141203-035-0

l Cancel l Select Parent

. Click an invoice to select it as the parent invoice.

Note: The parentinvoice's identifying information will display
on the Invoicing Details screen.

. Click the Select Parent button to combine the selected

invoices into a single entry on the Invoicing screen.
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Print an Invoice 1. Click an invoice's Details button to display the Invoicing

Report Details soreen.
2. Enter/edit data as needed.

3. Click the Print Invoice button to display the Invoice Report
window.

YLy ] Serer e e

-

4. Adjustdisplay as desired.

o

Click the Print report button to display the Print window.
6. Modify print options (e.g., select a different printer, adjust

settings, etc.) as needed.

Click the Print button to print the document.

8. Click the Close button on the Invoice Report window to

closeiit.

N

Delete an Invoice 1. Click aninvoice's Delete button to display a deletion
confirmation window.

2. Click the Yes button to remove the invoice from the screen.
Note: A deleted invoice cannot be retrieved.

3. Click the tab's Close button to close the screen.
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4. Enter/edit Invoice Values as needed for each item.
Note: A user must be granted the ProductCost permission to view/use some of these fields.
Qty Invoiced Enter the quantity of the item being invoiced.
Unit Cost Enter the actual unit cost for the item.
Retail Price Enter the retail price for the item to automatically
calculate and display the GP % value.
Note: GP% = (Retail Price - Unit Cost)/ Retail
Price
GP % Enter the gross profit percentage for the item to
automatically calculate and display the Retail Price
value.
Note: Retail Price = Unit Cost/ (1-GP%)
Ext. Cost The system automatically calculates this amount by multiplying the Qty
Invoiced by the Unit Cost.
5. Enter Invoice information in the window.

Note: Required fields and settings are displayed with red borders.

Invoice #

Enter the invoice number.

Note: If an invoice number is not available, enter a placeholder number
(e.g., employee initials and the received date/time) and revise it at a later
date.

Received Date

Enter the invoice date (mm/dd/yyyy) or Select a Date with the calendar
button.

Due Date

Enter the date payment is due to the vendor (mm/dd/yyyy) or Select a Date
with the calendar button.

Standard Terms

Select the appropriate terms option from the drop-down field.

Terms Enter additional or non-standard terms.

Memo Enter notes as needed.

Shipping Enter shipping charges (e.qg., freight, fuel surcharge, fees, etc.) included on
the invoice.

Discount Enter the discount amount for the entire invoice. (Do not include discounts

for individual items as these are entered in each item's Discount % or
Amount cell.)
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Amount Due

Enter the total amount due for the invoice. To calculate this amount, add the
sum of all Ext. Cost fields to the amount in the Shipping field and subtract
the amount in the Discount field.

6. When all fields have been completed, click the Submit button to display the Label Printing window.

Note: If the value in the Amount Due field does not equal the calculated value (sum of all Ext. Cost
fields + Shipping charges - Discount), the system displays a Totals do not match error message

window.

Totals do not match l-‘*'-

Calculated total of $396.00 does not equal the entered Amount Due of $0.00.
Save anyway?

Click the No button to close the window and make corrections as needed.

Label Printing

Select Items and Quantity to Print

Purchase Order # 141209-049-0

B QytePrint  URC tem Diseripeion
1 01352719124 Serial=TITTTTITIONN TEST FIREARM A o

Qtflnvoiced  QtyRecewed | QoM | LastCom | UnitCost

Retail Prace.
$B50.00

TEST FIREARM A 0 1 75 $750.00

$B50.00

24

 printlnvoice  [[Ganesll]  [5ubmit |

$20.00
5000

7. Complete the Label Printing Window (see page 57) to print labels and/or an invoice report as needed.

8. The system sends the invoice to the Receiving History screen.

9. Click the tab's Close button to close the screen.

Note: If needed, complete the View and Use the Receiving History Record (see page 67) procedure to

review the invoice.
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View and Use the Receiving History Record

1. Navigate to the Receiving History screen.
1. Log Into the Data Center Application to display the Data Center Main Menu screen.

| g e g e s e e e ey =gy g
@ & w o
e e &
Recening
History

2. Select Receiving > Receiving History from the main menu to display the Receiving History

screen.
5 s G gy o o A1
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P B wo & &
et e
Eacavvng ratory :
Receiving History,
™ z
# Dends i\ Priot v Subemitted Date = Type Vendor Po* I # User D
& o 12/02/2014 | Irwoice Acuspon 130619-021-0 | 3456765434 Super User
L S " 12/02/2018 | Ivoice AcuSport 141125-023-0 | seee99097 Super User
L.} [+ 12/02/2014 Trrece AruSpon 1412020350 I8 Super Liser
L S 12042014 | Irwoice Aeuspon 50-140310-005-1 | e99s. | Suip User
" [+ ) 102/7014 Recehing Acme Supply 1412020290 Super User
! [ 12002014 | Receiving AcuSport |141202-028-0 Super User
A [0} 120202014 Receiving Aousport 130618-013-0 Super Liser
8 [Ty 12/02/2014 Rexening | AcuSpan 1411250230 Super User
_ [+ 120, 4 Recehing AruSport 141202-025-0 Super User
. ¥ = LRSS Racieeg SADEpon LT L SISUpRTUTeC
® [+ ) 117 4 | lcice Gerwine Distribation. bnc 141126-004-0 FHIFI90022 Super User
S 11/26/2018 | Recening | Gerwiine Distribution. Inc. 141126-024-0 Super User
LY [+ ] 11252014 Recehing AcuSpon 141125-022-0 Super User

2. Complete any of the following procedures as desired to determine which items are displayed on the
screen:

o Filter by Date:
Enter starting and ending dates in the Date Range fields and click the Refresh button to display
only items from that date range.

« Filter by Type:
Select an option (All, Receiving, Invoice) from the History Type drop-down to display only
items of the selected type.

« Sortand Filter Onscreen Data.
3. Complete the following procedures as desired:

Review a Purchase 1. Click a purchase order's Details button to display its
Order Receiving Details History screen.

a sl .
3 e
3 e

2. Ifdesired, click an item's Print Labels button to display the
Label Printing window and Complete the Label Printing
Window (see page 57) to print labels and/or a receiving details
report as needed.

2. Click the Back button to close the Receiving Details
History screen.
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Print a Receiving
Details Report

1.

w

o

Click a purchase order's Print button to display its Receiving
Details Report window.

s e e T

Adjust display as desired.
Click the Print report button to display the Print window.

Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.
Click the Print button to print the document.

Click the Close button on the Receiving Details Report
window to close it.

Review an Invoice

Click an invoice's Details button to display its Invoice Details
History screen.

T80 30

unl W

W e e P

If desired, click an item's Print Labels button to display the
Label Printing window and Complete the Label Printing
Window (see page 57) to print labels and/or an invoice report
as needed.

Click the Back button to close the Invoice Details History
screen.
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Print an Invoice
Report

1.

W

o

Click an invoice's Print button to display its Invoice Report
window.

L e

T T T

-

Adjust display as desired.

Click the Print report button to display the Print window.

Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.

Click the Print button to print the document.
Click the Close button on the Invoice Report window to

close it.

4. Click the tab's Close button to close the screen.
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View the Receiving History By Iltem Record

1. Navigate to the Receiving History By Item screen.
1. Log Into the Data Center Application to display the Data Center Main Menu screen.

| e e e e e et s
B & win & F

e e =] e T | ‘.

ot S e

Recering History|
By ltem

2. Select Receiving > Receiving History By Item from the main menu to display the Receiving
History By Item screen.

@ B wo & 4

2. Enter starting and ending dates in the Date Range fields and click the Submit button to display items
from that date range.

3. Select starting and ending date/time combinations from the Received Time Range drop-downs to

baceoeg | apor WekOden s

Receiving History By Item
= g [ Gg)- o 1)
# Date Received upC Marfacturer # 1 Employee .+ Purchase Order Gty Ordered 1 Gy Received + Cost ExtCost o Finesrms
2014 Dec 03 12:43 PM | 999999999001 .bJDe( User [ .161.‘03-“)-’{ T I.‘. )-'I. $1 !;‘ $44.40
2014 Dec 03 12:45 PM | 999999990002 | | Super User | | 141203-036-0 i o 15] $2755 $41325
2014 Dec 03 1247 PM | 599999959003 Super User 141203-035-0 0 10 $075 $7.50
2014 Dec 03 0949 AM | 073614259558 | TEST :MW | ’umwui-n o 1| $50000 $500/00 | SFHIIIIIINT
2014 Dec 03 05042 AM | DAVIDS Super User 141203-032-0 1 1 $10.00 $10.00 | 59999999009
04 Dec 043 P [s9990o0oo001 || Super Uner |ACOES 6o oy fen o 1202026-0:80:01 3] T
2014 Dec 02 0434 PM | 999999999002 Super User | AEC P bution, Inc.| 141202-026-0-80-01 s 5 52758 $131.75
2014 Dec 02 04:31 PM | 900999909003 | |Super User | ACCESSORIS | Genuine Distribution, Inc.| 141202-026-0 3 3] 5075 $225
2014 Dec 02 0101 PM | 999999090907 Super User 1412020290 0 1 §10000 $100.00 | 599999001
2014 Dec 0212375 TEST Super User (1412020280 1] 1 om0 $50000| 599887001
2014 Dec 02 12:25 PM | 624853179123 Super User | SERIALIZED [TEMS | AcuSpon 141202-028-0 1 1 $10.00 $10.00 | FREER0004
mnxnzxznm-mmzm- Super User | ACCESSORIES AcuSpant | 141202-028-0 1 1 &’! 2‘!!:

4. Sort and Filter Onscreen Data as needed.
5. Click the tab's Close button to close the screen.
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View the Vendor Reorder Report

Complete the following procedure to generate and view a record of items that have fallen below their
minimum inventory level.

1. Navigate to the Vendor Reorder screen.
1. Log Intothe Data Center Application to display the Data Center Main Menu screen.

e o e v e > e e
4 [ oy - - - - = —
v 9 d i : 4 - EH @ oy B

i e e Al Qe Loty i
2] I

Vendor Reorder
Report

2. Select Reports > Vendor Reorder Report from the main menu to display the Vendor

Reorder screen.

F— dcrion  fucite  frems  Gummiteg ey Misgeess  Membethgs  Mutiioe  Peoel  POLMsmgeeet  fucrg  Putusng  lange  Raceeg  Geom WokOden  Seeo

an8 =25

Vendor Reorder

ensor [bewndd_ +

2. Select avendor from the Vendor drop-down to display a list of the vendor's items with inventory values
below their minimum levels. (Select the Select All option to view items from all vendors.)
Note: Anitem with a QOH that is lower than its minimum level will not display if either of the following is
true:

« Theitemis not associated with the selected vendor(s).
« Theitem's on-order quantity is sufficient to bring its inventory value up to or above its maximum
value.
3. Sort and Filter Reporting Screen Data (see page 36) as needed.
4. Click the tab's Close button to close the screen.
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View the Items Out of Stock Report

Complete the following procedure to generate and view a record of items that were out of stock for a day or
more during a selected 31-day time period.

1. Navigate to the Items Out of Stock Report screen.
1. Log Into the Data Center Application to display the Data Center Main Menu screen.

2. Select Reports > Inventory Reports > Items Out of Stock Report from the main menu to
display the Items Out of Stock Report screen.

Items Out of Stock Report
. |

| somcn =

| Om e 4| Gt | anr 008 < Wt By | g ot 4 | D 00K | o Dty S| Lot fabes | Lot Sadend Aot p

00

2. Enter starting and ending dates in the Date Range fields.
Note: The range must not exceed 31 days.

3. Click the Submit button to display results from the selected time frame.
Note: If anitem is out of stock for less than an entire day (from midnight to midnight), it will not display in
the results.

4. Sort and Filter Reporting Screen Data (see page 36) as needed.
5. Clickthe Report tab to display the report.

Note: The report reflects the filters and controls selected on the Raw Data tab.

Items Out of Stock Report
. |

Items Out of Stock Page 1

i Generated
Date Range: 11/8/2014 - 12/8/2014 12/8/2014

S:27:00 AM

on s ] t
MFG# upC Order_ _ el 008 Cost 005 _Sales _Saes Sales § GRE

TEST TEST farseed granols bar BEIT0A120 ] 12 NS0 $1.00 005 8 -1 o0 000 000
oo 000 $0.00

(1] $0.00 $0.00

- End of Report -

6. If desired, complete the following procedure to print the report:
1. Click the Print report button to display the Print window.
2. Modify print options (e.g., select a different printer, adjust settings, etc.) as needed.
3. Click the Print button to print the document.

7. Click the tab's Close button to close the screen.
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View the Value On Hand Report

Complete the following procedure to generate and view a record of the quantity, total costs, and total value for
every item in inventory.

1. Navigate to the Value On Hand Report screen.
1. Log Intothe Data Center Application to display the Data Center Main Menu screen.

e A et R v P e s ey et ey
9 = 3 d g 2 a EH @ s =
i ot Syl YT G Cn v Sty by Bhied bl G R et bt G [H oy
T S— ; = - = o
Reports =

Items Out Of Stock Report

Value On Hand Report

2. Select Reports > Inventory Reports > Value On Hand Report from the main menu to
display the Value On Hand Report screen.

e Vhcren  ficite  feemms  Cummiteg imestryMasgeeas  Mebeihg | Muttie Pl S8 Msugeet  forg  bethang  fange  Memeg  Grom WekOen  Ses
E ¢ ¢ i 3 4 = 2 2 @ @ @ T wm m « @ =
Ouilols DdySaies Saelie  Voed e Scld Dadegitee SieiTar Oty Cn Laywmay Loywmey By Irwestiry GRCad Foihut el L1Moeth  BUO0 Sales Vo Resetr At Ot
Repot  Rapon Mg Taewasoss Mgt fspom  Repon sewilgon  Mepon Membepen  Tew  Ue Saapescn  Seeshepert  Rapen Roponr Loy Meperm 4
[
[ -
Value on Hand Report
[swr_ x| omul 4}
Matarnee | WEGE hem Qe e B g e | Lo  Retwd Pree b Retm Prer
Liscgers St Potymes Wl PIAT CRVGOM TRACE (0430 | WEAPCMUSGHTAASER 30 180000 F7300000 L0000 L0000 S0
e ey g rEr T N oee e tsm sooo atoe0
Beas men's site L1 BT 151 e 3 aMm e Taxo | a0 260
o e st oo L TERT R W ouM a0 LMm sa3000
frap— P U s omn  omm somo  asgeon 2000
TEST PR & ot [ 6 TTLTHL  MMAM SO0 SO0 SMAAIOO0
TEST FREARM B cour RSO O MAEMN TSRO0 TRNNO  BREN0  ASRN00
et fopar, ot L I MAM e NI MBI #0000
e — sr0m anooun 5 om ot sooo  eooca s0
e Fonaems Lergran ok LOMGEUN 5 bowe oo ofe0 eom B0000
FrREaaus T e o ANDGUN 3 000N 0000 MRIO | LS00 2000
MRAIID UM ASSEIINLI) Tt Sevinioed hew s TOSt ETEM n [ FeT OO0 204000 7650000
TS oO00L3AA0000 | TEST Qukc et THST cn . TR 1 D00 MM BSSMO00 #0000 50000
[T OUIIAIG  Saesend grassls bar TEST TEST 3 cons o 22300 20000 120000

2. Sortand Filter Reporting Screen Data (see page 36) as needed.
3. Clickthe Report tab to display the report.
Note: The report reflects the filters and controls selected on the Raw Data tab.

Mcroursng  CtmerAdma  fdorion  feclie  frewws  Gummihey sty Mansgenes  Mevbwshgr  Mubiio  Pesorel  ClMwageeet  feorg  Puthong  fege  Baomeng  feom  WokOwen e
e g : x T - — - e
o 9 = 4 ] i = < < & @ @ Wy @ o T g
Dwiyiois DedySales SaleiBew  Voided  Bow ol Oadrfeprie SeeiTae QuiiiyOn Unywesy Loyewwy By boestory GRCad Pedhriiove  17Msnh  B00Tales VondorRebier Auit  Omhr  besamiony
Rmpot Report fapon  Tamamoss  fepon frpo  Mepon  Mamdfepon  fapon hem fepon T lnt  Seapshoty e feport  Repar Fapont Log  Repors Pperae
Voo e o
Value on Hand Report
R Dte | Fapert
AT A L Ak ot LT Lol M
The Gl -oipany Value on Hand L
Store One Generated
1282014
§:03:40 AM
Avg Ext Last Retail Ext Retall
L. Item MIG # Tem. Qot Cost Avy Cost Cost Price Price.
ACCESSORIES Lasergnp KelTec PIAT LG40 CRIMSON TRACE WEAPON LIGHT LASER ”m $125.00 $8,750.00 2500 $125.00 $8,750.00
ACCESSORES FIIRIIH0] Glowes, men's large TEST TEST ITEM 53 $0.17 was §ras $0.00 $0.00
ACCESSORIES PRI Boots, men's soe 12 TEST TEST ITEM n IR $137.75 2755 $0.00 $0.00
ACCESSORIES 999939995003 Hat, men's stocking cap TEST TEST ITEM » $0.13 L] s $L% $38.50
AMMUNITION IASETRILIA 10w of wet snow BLACKHAWYTY GUNSAFE L) $0.00 000 $0.00 $A5.00 $0.00 1
FIREARMS 01352719124 TEST FIREARM A (eeh g PSTOL L] $THLM $53,250.00 $750.00 $850.00 $58,650.00
FIREARMS DIFTINIS TEST FIREARM B oLr PESTOL 50 E=1a98 $40,74.00 P00 Ear $44.956.50
FIREARMS 023614259558 st frparmy TEST T PISTOL 13 1538 $8,000.00 350000 $500.00 $6,500.00
FIREARMS A0 Usad Firearm: Handgun STORE HANDGLM a $0.00 000 $0.00 $0.00 $0.00
FIREARMS FIPOTIH0T Ussnd Firearmec Longgun STORE LONGGUN o $0.00 000 000 $0.00 $0.00
FIREARMS 999999090507 frearm TEST HANDGUN 2 $200.00 $400.00 $100.00 §125.00 $250.00
SERIALIZED ITEMS 624883179123 Test Seralzed Rem ARS TEST ITEM 18 §9.44 $170.00 $10.00 $20.00 $360.00

4. If desired, complete the following procedure to print the report:
1. Click the Print report button to display the Print window.
2. Modify print options (e.g., select a different printer, adjust settings, etc.) as needed.
3. Click the Print button to print the document.

5. Clickthe tab's Close button to close the screen.
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Manage Label Printers

1. Navigate to the Label Printer Setup screen.

1. Log Into the Data Center Application to display the Data Center Main Menu screen.

el e M _\ is | |
Labei Printer
Setup

Fﬁi'_'—.'q .r’xbcﬁa - o o

2. Select Setup > Label Printer Setup from the main menu to display the Label Printer Setup
screen.

Label Printer Setup,

Printer Name Label Format
GRA20D <
GEAZOD

Label Printing Label Format

2. Enter the name of firearm label printer in the Firearm Label field.
3. Select the firearm label format in the corresponding Label Format field.
Note: The following firearm label formats are available.

Format 1 Format 2 Format 3
INVH TESTGUN TESTGUN
Maruf acturer Marwsf acturer Mode TtenDeseription
I'IIJI.'I: Hodel [lemDezcript ion
CAL: Gauge/Cal iber
5/N: SerialNumberTest )
TYP: PISTOL Sarinl; SerialNumberTasl Serial: SerialNunberTest
Status: Hew Status: New
EIEEI: Im::::';lpt;m Calib: Gaugel/Caliber Caliber: Gauge/Caliber
fction: PISTOL Action: PISTOL

Afr: Aanufacturer

II_TIEIIHII‘E;:IIIIIIII Hm a@ me tl:;: H;::;gﬁ_
Mopm e’ It
3 A R

Barrel Length: 18 0808

Each format includes barcodes for the firearm's UPC and log number. Format 2 includes a third

barcode for the firearm's cost.

4. Enter the name of product label printer in the Product Label field.
5. Select the product label format in the corresponding Label Format field.

6. If desired, check the Default to print labels during Receiving checkbox to automatically check the

print label checkboxes on the Label Printing window during the receiving process.
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Note: If this checkbox is not checked, the print label checkboxes on the Label Printing window will not
be automatically checked.

7. If desired, check the Default to print labels during Invoicing checkbox to automatically check the
print label checkboxes on the Label Printing window during the invoicing process.
Note: If this checkbox is not checked, the print label checkboxes on the Label Printing window will not
be automatically checked.

8. Click the Submit button to display an update confirmation window.

==

Label Printer Information Updated

9. Click the OK button to close the window.
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Manage Weighted Suggestions

Complete the following procedure to set up and maintain weight percentages for departments.
Note: A user must be granted the InventoryManagement, StoreManager, or Purchasing permission to

view/use this feature.

1. Navigate to the Weighted Suggestion Setup screen.

1. Log Intothe Data Center Application to display the Data Center Main Menu screen.

Weighted Suggestion Setup

sk
et [s[en]2]3
2. Sort and Filter Reporting Screen Data (see page 36) as needed.
3. Complete the following procedures as needed to manage suggestion weights:
Software Update Notes
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Modify a Department's 1. Click a name in the Department column to activate that
Week Weight Values department's row.
Note: If the desired department does not exist, complete the
Add a Department procedure to add it to the list.

2. Double-click the value in one of the department's week (Last
Week, 2 Weeks Ago, ... 8 Weeks Ago) cells to highlight it.

3. Enter/edit the desired weight percentage.
Note: This value represents the relative weight of this week's
sales versus sales in the other 7 weeks. The values in the

department's 8 week cells must add up to 100%. Negative
values are not allowed.

4. Modify other week cells in the row as needed to maintain the
100% total.

5. Pressthe Enter key to deactivate the department's row.

Note: If the week cell values do not add up to 100%, the
department row is highlighted in red. Revise one or more cell
values as needed.

6. Click the Submit button to save changes.

Note: The system will revise suggested min/max values for
items in the department accordingly and update actual
min/max values for department items that are set to

automatic.
Modify a Department's 1. Click a name in the Department column to activate that
Safety Stock Value department's row.

Note: If the desired department does not exist, complete the
Add a Department procedure to add it to the list.

2. Double-click the value in the department's Safety Stock cell
to highlight it.

3. Enter/edit the desired safety stock percentage.

Note: This value represents additional stock (a percentage
over and above the anticipated need) that is maintained to
alleviate the risk of being out of stock during the lead time due
to uncertainties in supply and demand.

4. Pressthe Enter key to deactivate the department's row.
5. Click the Submit button to save changes.

Note: The system will revise suggested min/max values for
items in the department accordingly and update actual
min/max values for items that are set to automatic.
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Add a Department 1. Click the Add Department button to display the Select
Department window.

Select Department

2. Select a department from the drop-down.

3. Click the Select button to close the window and display the
selected department on the list.

4. Click the Submit button to save changes.

Note: The system will revise suggested min/max values for
items in the department accordingly and update actual
min/max values for items that are set to automatic.

Delete a Department 1. Click a department's Delete button to remove it from the list.
2. Click the Submit button to save changes.

Note: Items from the deleted department will revert to the
"Department Default" department.
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Manage the Vendor Product Detail Windows

Complete the following procedure to manage the display of the Vendor Product Detail window.
1. Navigate to the Vendor Product Setup screen.

1. Log Intothe Data Center Application to display the Data Center Main Menu screen.

2. Select Setup > Inventory > Vendor Product Details from the main menu to display the
Vendor Product Setup screen.

2. Complete the following procedures as needed to manage the display of Vendor Product Detail

windows:

Prevent All Vendor 1. Checkthe Disable Vendor Product Details pop-up

Product Detail Windows screen checkbox.

from Displaying 2. Click the tab's Close button to close the screen.

Allow Individual Vendor 1. Uncheck the Disable Vendor Product Details pop-up

Product Detail Windows to screen checkbox.

Display Note: This setting allows each UPC-specific Vendor
Product Detail window to be individually configured to
display or not.

2. Click the tab's Close button to close the screen.
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Configure an Individual 1. Complete the procedure to Allow Individual Vendor
Vendor Product Detail Product Detail Windows to Display.
Window 2. Access a UPC's Product Edit window.

Note: Refer to Manage Product Information for information
on accessing and using this window.

3. Clickthe Vendor Product tab to display it.

Product Edit Vendor Product Sales Analysis

4. Check/uncheck the Disable Vendor Product Details Pop-
up for this product checkbox to configure display settings
for this UPC's Vendor Product Detail window:

o Check the checkbox to prevent the window from
displaying in the future.

¢ Uncheck the checkbox to allow the window to display in
the future.

5. Click the Submit button to close the window.
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Receive a Deposit
1. Identify the Customer.

s A - bagror U
J Cust Store 001
1349 South Orange Blossom Trail

———

CUSTOMER CURRENT HISTORY

CASH REGISTER

Employee: Super User

w

Enter the deposit amount in the Amount field.
Enter a unique description in the Description field.

5. Click the OK button to add the deposit amount to the current transaction on the Cash Register screen.

»

Store 001
1349 South Orange Blossom Trail

CUSTOMER CURRENT

6. Complete the transaction.
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View a Customer’s Active Deposits

1. ldentify the Customer.
2. Click the Current tab to display the Current window.
Note: If necessary, click the expand button beside the Deposits heading to display the customer’s

deposits.
Store 001

1349 South Orange Blossom Trail

{3201 §85-1212
x

Current

Deposit toward AKS7

3. When finished, click the Close button to close the Current window.
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Apply a Deposit to a Transaction

1. ldentify the Customer.
2. Make sure the Cash Register screen shows an active transaction with a Total amount due.

3. Click the Current tab to display the Current window.

Note: If necessary, click the expand button beside the Deposits heading to display the customer’s
deposits.

Store 001
1349 South Orange Blossom Trail

{3201 §85-1212
x

Current

Deposit toward AKS7

4. Locate the deposit to be applied to this transaction.

5. Click the deposit's Move to Register button to display “Deposit” and the total deposit amount above
the Subtotal amount on the Cash Register screen.

[ Y coeor | oesr J cveox ] _orr ] won: R

Employee: Super User

6. Address any difference between the total amount due and the deposit amount as appropriate:
« Ifthe total transaction amount is greater than the deposit amount, complete the transaction as
any other, selecting the desired tender type(s) to apply to the amount due. Refer to Accept
Payment for a Transaction for more information.
« Ifthe total transaction amount is less than the deposit amount, complete either of the following
procedures as appropriate to address the deposit's remaining balance:
¢ Refund the Deposit's Remaining Balance to the Customer:
1. Determine what tender type (e.g., cash, check) will be used to refund the balance.
2. Click the corresponding tender type (i.e., Cash) button to display the Confirm
Return Amount window.
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3. Enter the amount to be returned in the Amount field.

4. Click the OK button to display the tender type and the entered amount above the
Deposit amount on the Cash Register screen.

5. Complete the transaction and issue the refund.

o Create a New Deposit from the Deposit's Remaining Balance:

1. Click the Deposit button to display the Confirm Deposit Amount window.

2. Enter the desired amount (all or part of the remaining balance) in the Amount field,
enter a unique description in the Description field, and click the OK button to add
the new deposit amount to the current transaction on the Cash Register screen.
Refer to Receive a Deposit (see page 81) for more information.

3. Complete the transaction.
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