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Chapter 1: INTRODUCTION

The FCC Stockroom Inventory system for Windows is designed to handle internal transfers of inventory items to various departments (cost centers) within a business.  It produces reports at month end (or period end) with details on the usage of inventory by each cost center.  The usage report is sub totaled within each cost center by the categories of inventory on the business general ledger.  A summary report with only the subtotals and totals is also producedXE "Introduction"

XE "About Stockroom Inventory"
An audit trail report can also be printed on a periodic basis showing all transactions which effect the total cost and/or quantity on hand in the inventory file.  This includes transfers out of inventory, receipts from vendors, returns, and file maintenance adjustments.

Using the Custom Report Writer allows you to build reports designed to meet your specific needs.  It is possible to sort the report fields and select ranges that will appear on the report.  The report can be saved to a file, viewed in a window, or printed. XE "Crystal Reports"
The program requires a minimum of 5 megabytes on your fixed disk.  In addition approximately 1 megabyte for 500 stock items is needed.  The Windows 95 version requires at least a Pentium 120 and 16 megabytes of RAM.  The system is password protected. XE "System Requirements" 
Preliminary Information

Familiarity with Windows is useful in order to effectively operate the FCC Stockroom Inventory system for Windows.  Knowledge of DOS is helpful especially for backing up and restoring the system.  Backup the system on a regular basis, and it is a good idea to restore the system on another machine on a regular basis to be sure that the backup is working properly.

Always exit all the way out of the inventory system before turning off the power.  This is done by selecting the Exit option from the System menu of the main menu bar.

Using the Scroll Bars XE "Scroll Bar" 
Occasionally scroll bars are encountered while using the system.  Scroll bars are used to scroll through a list of items such as a list of locations where a stock item is stored as in the Stock Maintenance program in the File Maintenance Sub-Menu.
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An analogy for this would be to think of how the screen works in a word processor such as WordPerfect.  Press the down arrow key on the keyboard to move down one line.  The same is true for the down arrow button in a scroll bar, if the down arrow button is clicked the cursor moves down one space.  Hold the down arrow key down in WordPerfect to scroll down continuously.  The same is true for the scroll bar; hold the mouse on the down arrow to scroll continuously until the end of the screen is reached.

Throughout this manual when screens containing scroll bars are shown the positioning of the screen will be different for the user than it is in the diagrams.  The diagrams are meant only to show the fields and field titles referred to in the manual. 

Chapter 2: GETTING STARTED

Installing the ProgramXE "Installation"
Insert the Stockroom CD, and on your desktop, select [Start] [Run], and browse to the CD drive.  Open the folder labeled “Install New System”, and locate SETUP.EXE and double click it.  

Click <OK> to begin installation.  The system prompts for the path in which to install Stockroom Inventory (probably C:\Stkw, but it can be changed.  

The following screen will be displayed with installation options. Notice the buttons labeled Stand-Alone PC Installation, Network Server Installation, and Network Station Installation.
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Stand-Alone Installation:
If the system will be running on a stand-alone PC, select the Stand-Alone PC Installation button.  The system prompts for the path to install the Stockroom Inventory system.  This is defaulted to C:\Program Files\STKW95.  The install routine begins to copy files to C:\Program Files\STKW95 and to the windows system directory.  The system prompts when it is ready for the next diskette.  If any error messages are displayed during the installation write the message down, and call Fogle Computing Corporation for product support.

Network Installation:

If the system will be running on a network, first install “Network Server” to the Server, then install a Network Station on each computer which will have access to the software.  Note that you need to install a Network Station on the server as well, if you intend to access the software from that keyboard.

Server Install:

To setup the server click the Network Server Installation button, and the system asks for the path to install the files.  The default is F:\Program Files\STKW95.   This path should be the drive for the Network Server.  Installation begins, and the system prompts when to insert the next diskette.  If any error messages are received during the installation write the message down, and call Fogle Computing Corporation for product support.

Station Install:

Once the server is set up, go to each individual station and repeat the installation, clicking Network Station Installation instead of Network Server Installation.   After clicking the Network Station Installation button, the system prompts for the path.  The default will be F:\Program Files\STKW95.   Make sure the same path is entered that was entered when the server was installed.  This path is used to link the station to the shared files that were copied to the network server during the server installation.  If a different path was entered during station installation than was entered during server installation the station will not be able to locate the shared resources, and the system will not function.

User Rights:

Network Administrators often like to use the network operating system to give the user certain rights to directories on their server.  In order for any system user to be able to work with the system they must have certain rights to certain files.  These rights are listed below.

STKW.MDB


Read/Write

STKW.INI


Read/Write

NETLOCK.DAT


Read/Write/Create

*.RPT



Read/Write

*.REP



Read/Write

*.EXE



Read/Write

*.TMP



Read/Write/Create

To start the system select the Stockroom Inventory icon from the Program Manager window, and the log on screen will be displayed.  Next set up the user accounts, and configure the system to your specific needs.

If someone else is installing the system, make sure you are given written instructions to:

1.  Access the Inventory SystemXE "Access the Inventory System"
2.  Make backups of programs and data

3.  Restore the system from backups

4.  Position the system in the inventory directory in order to install updates and to facilitate telephone support when needed.

5.  If something other than the standard Windows backup utility is being used, be able to backup data on a diskette in the event it is necessary to send files to Fogle Computing for diagnosis.

Have at least five sets of backup diskettes, three for daily backups, alternating every third day, one for a monthly backup, and one for a yearly backup.  Restore the system to another machine at least once a year as a test to make sure the backups are working.

Setting up User AccountsXE "Password"

XE "User Id"
Each user will have his/her own Password and user-ID.  Set up as many user accounts as necessary for normal operations.  To set up each user's account enter the system user-ID and password supplied with the installation disks from the logon screen.  After entering the correct user ID and password the system displays the user access screen.  Give each user a unique user ID and Password.  Enter their last name and first name as well as their initials.
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It is possible to restrict a user's access to a particular portion of the program.  If a user is not to have access to the configuration program, restrict their access to it by setting the authority code of the program segment.

There is an authority code for each segment of the program.  Entering the authority code of A for a segment gives the user unrestricted access to that segment.  Leaving a box unchecked gives them no access to the segment.  Entering the code I gives access for the user to browse the segment, but not make any changes.

When finished setting up the user account click <Save> to save the user account.  Do this after each individual account.  To add a new user account click <New>.  To exit back to the logon screen, click <Exit>.  Browse through each user one at a time using <Next>, <Prev>, or <Search>.  When searching the system prompts for the name of the person whose account is to be viewed..  Type the user's name, and click <OK>.  If the person has an account set up the system will locate it and display it. This option is useful if a user forgets their assigned password and can not get into the system. 

Moving the System from One Machine to Another

To move the system to a new machine, install from the STOCKROOM CD as if you are a new user.  Then copy STKW.MDB and STKW.INI from the old machine to the C:\Program Files\STKW95 folder on the new machine.

Configuring the SystemXE "Configuration"
Before proceeding to the tutorial exercises, or beginning to use the system, configure it to your specific needs.  From the Main Menu bar select the Systems sub-menu, and select Configuration program.  The following screen is displayed.
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There are three fields which cannot be changed after data has been entered, decide before entering any data how you want these options.  If the demo is being used, these options cannot be configured. since the demo is distributed with sample data in it.  These fields are Right Justify Stock Flag, Multiple Locations Flag, Cost Method Flag.  Any other field in the configuration may be changed as often as needed.  
The configuration data is organized into seven file folders.  To move from one folder to another, click the tab of the desired folder to display the information in that folder.  A discussion of each of these folders and the information in them follows.

Company Information
The company information folder (shown above) contains information about your company, its name, address, phone, and fax numbers.

Company Name: - Enter your company name here.  This field can contain  up to forty characters. XE "Company Name" 
Company Address Lines 1 to 3: - Enter up to three lines of address for your company.  Each of these lines can contain up to forty characters. XE "Company Address" 
Phone Number: - Enter your company phone number.  The phone number can contain up to fourteen characters, allowing for separating dashes and area codes. XE "Company Phone" 
Fax Number: - Enter your company fax number.  The fax number can contain up to fourteen characters, allowing for separating dashes and area codes. XE "Company Fax" 
General

The general tab contains miscellaneous configuration options such as if a network is being used, right justify stock, whether stock is stored in multiple locations, and the cost method used throughout the system.
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Cost Method: - This is the method used for determining cost for the inventory file.  The number of levels kept for LIFO and FIFO costing is unlimited.  The use of Average reduces processing time and disk space requirements. XE "Cost Method" 
LIFO = Last In, First Out
FIFO = First In, First Out

Average = This method takes the average of all purchases for a particular item.

Decimal Places Quantities: - This field specifies how the system reports fractional quantities.  It is possible to have 1000 boxes of paper or 1000.362 boxes.  Decimal positions of 0, 1, 2, or 3 may be specified.  XE "Decimal Positions:Quantity" 
Decimal Places Cost: - All of the unit cost fields may be set to 2, 3, or 4 decimal positions for reporting.  This does not change the calculations; the system performs calculations in a fourteen digit floating point format.  XE "Decimal Places:Average Cost"
System Networked - A Y indicates the system is networked, and multiple computers access the inventory files. XE "Network"
Right Justify Stock Numbers - The best choice for most applications is to leave this option unchecked.  Set up all of the stock numbers with the same number of characters, e.g. H0001, A4632 etc. and not H1 and A4632.  If your Stock Codes are of varying lengths, check this option. XE "Right Justify Stock" 
Use Canadian Date Format - XE "Dates:Canadian Format"

 XE "Dates:US Format" This parameter permits display and entry of all dates in the European format (YYMMDD) instead of the United States format (MMDDYY).  None of the processing is affected by this option.  Respond Y to use the U.S. format.

Store Stock in multiple locations - Select Y for multiple warehouse locations, and N for a single warehouse location. Y indicates the same stock number will be kept in multiple warehouse locations, and each time an item is issued or received, the system requests its location.  Its use increases disk space and processing time.  

Verify Cost Center Code when Issuing - If this field is checked the system will not allow issue to a cost center not set up in the Update Cost Center program in File Maintenance.  XE "Verify Store" 

 XE "Verify Cost Center" 

 XE "Verify Department" 
Verify Reference Code when Issuing - If this option is checked, the system requires a valid reference to issue stock items.  The system checks for a name or reference code that is on file.  To add a name or code to the file use the Verify Reference program.  If this option is checked, set up reference codes before issuing any items. XE "Reference Maintenance" 

XE "Verify Reference"
Month Fiscal Year Ends - To keep up with the year to date fields in the master file the system must know the date the fiscal year ends.  If the fiscal year ends September 30 enter 9 here. XE "Fiscal Year"
Interface

The Interface folder contains options relating to interfacing the Stockroom Inventory system to other systems such as Purchase Order for Windows, Crystal Reports, and Portkey.
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Purchase Order Code: - This field determines if User Title 3 is to be used for the last purchase order number received for stock items.  If Yes is selected for this option, the program requests the purchase order number each time an item is placed on order, and saves the number in the master inventory file.  Selecting No indicates User Title 3 is being used for something other than purchase order number. XE "Purchase Order Code" 
Path to Purchase Order System? - If the companion FCC Purchase Order System for Windows is being used enter the path to that system here. XE "Path to Purchase Order" 
Path to PortKey System? - Enter the path to the Portkey system for Windows.  The Portkey system is a system used to read data from a Tricoder (bar code reader from Worthington).  If Tricoders are being used in your inventory warehouse to issue and receive stock or perform physical inventory count, tell the system where the Portkey system is installed.  If the Tricoder was purchased from someone other than FCC for programming assistance.   XE "Tricoder:Path to Portkey" 

 XE "Barcode:Path to Portkey" 
User Titles XE "User Titles" 

 XE "User Defined Fields" 
There are eleven user-defined fields in the system, and their titles can be changed in the configuration program.  A user defined field is a field that can be used to enter data other than what is standard in the system.  Suppose you wanted to enter the dimensions of the box that contains 50 diskettes to know how much warehouse space the item takes.  There is no field in the system for entering package dimensions.  It is possible to use one of the user defined fields to keep track of dimensions.  The first step is to determine how many characters are needed to save this information.  Think about how the data would be entered.  It  could be entered as10 x 20 x 15.  At least twelve characters are needed to fit the dimensions in the field.  Next, look through the list of User Titles to see which one could be used to fit the data.  Then enter in the User Title a description of what the data is such as Dimensions.
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Certain titles have a specific purpose and are user titles because different companies have different terminology for an item.  It is possible to have a unique code that identifies all of your stock items.  It uniquely identifies one inventory item from another.  Throughout this manual this inventory identifier is referred to as Stock Number. XE "User Title 6" 

 XE "Stock Item" 
Another such field is the cost center field or User Title 7.  In some organizations this is called Department, Project, Cost Center, Store, Employee, and so on.  The purpose of this field is to identify who was issued the item.  Throughout this manual this field is referred to as Cost Center.  It is a good idea to keep a listing of the cost centers stock is issued to, and require the user to enter an on file cost center before issuing items.  This is done for security and to help prevent mistakes.  To do this check the Verify Cost Center flag on the General tab. XE "User Title 7" 

 XE "Cost Center" 

 XE "Department" 

 XE "Employee" 

 XE "Store" 
Another field is Reference or User Title 8.  If your cost center field includes more that one person, identify the person within the cost center who was issued the item.  Common values for the field may be Reference, Requested By, Issued to, and so on.  Throughout this manual this field is referred to as the Reference field.  It is possible to require that the user enter a valid Reference code before issuing items.. XE "User Title 8" 

 XE "Reference" 
All other fields can be used for any purpose that pertains to information for the stock Item.  They will appear in the Miscellaneous section of the File Maintenance screen.  User Title 10 and User Title 11 appear on the header of the screen since they are most commonly used as extended descriptions of the stock item.

The section below details the length of each of the user titles and gives examples of their common usage.  The title for any of the fields can contain up to twelve characters.  Upper and lower case characters are allowed.

User Title 1 - This is a twenty character field is often used for Remarks.

User Title 2 - This is a nine character field often used for General Ledger Account or Type Code.

User Title 3 - This is a ten character field often used to keep track of last purchase order number.  There is a flag on the Interface tab called Purchase Order Code.  It tells the system to pull the purchase order number off the receive screens when an item is received, and automatically updates the inventory item when a purchase order is received.

User Title 4 - This is a three character field often used to save the cycle code.

User Title 5 - This is a seven character field often used to save the vendor product number.

User Title 6 - This field is a fifteen character field is used for the stock item code.  Common titles are Stock Item, Stock Number, Item Number, and Product Number.

User Title 7 - The thirteen character data field is tied to the cost center and is often called Cost Center, Department, Project, Employee, or such.

User Title 8 - This ten character field is often called Reference, Requested By, or Issued to.

User Title 9 - This ten character field is often used for Size, Color, Dimensions, Environment (Storage Environment if hot or cold).

User Title 10 - This thirty character field is often used as an extended description.

User Title 11 - This thirty character field is often used as an extended description.
Reorder
The Reorder folder contains options pertaining to reordering of stock.
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Auto Reorder Point: - XE "Reorder Point"Selecting Yes tells the system to plug in the reorder point based on its calculation of safety stock level between the placing and receiving of an order.  The reorder point is calculated at the end of each month.  If No is selected, the program will not change the reorder point entered by the user in Stock Maintenance.  Select Prompt at Month End, and the system will ask if the user wants the system to recalculate the reorder point while running month end program.
Auto Reorder Amount: - The month end program also calculates the economic order quantity based on the carrying cost and order processing cost.  This option controls whether this number is automatically plugged into the reorder quantity. Respond Prompt at Month End, and the program will ask the user about replacing the reorder quantities this month XE "Auto Reorder Quantity" .

Forecast Demand Alpha: - This is the factor applied to the most recent monthly usage. XE "Forecast Demand Alpha" 
New Forecast Demand = Last Forecast + Alpha * 

(Actual Demand - Last Forecast)

Carrying Cost Percentage: - This is the cost of holding inventory.  It consists of the interest rate paid when the company borrows money to maintain inventory, the cost of storage space, and the cost of obsolescence. XE "Carrying Cost Percentage" 
Order Processing. Cost: - This is the cost of processing a single order for a single item.  It takes into account the time required to place an order, follow up, verifying the resulting invoice from the vendor, and paying the vendor. XE "Order Processing Cost" 
Ratio for Lowstock Flag: - XE "Low Stock Flag"This determines how low the on hand quantity must fall before the system signals that the inventory has fallen below the reorder point.

Issue/Receive
The Issue/Receive folder contains options pertaining to Issuing and Receiving stock.
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Change Type Code Issues? - Check this option, and the user will be able to enter a Type Code (User Title 1) other than the default value in the inventory file when issuing from inventory. XE "User Title 1" 

 XE "Type Code" 

 XE "Issue:Change Type Code" 

 XE "Issue:Change User Title 1" 
Include Vendor Point on Pick/Pack List? - Check this field to permit the user to include the remarks field on the picking list and the packing list. XE "Pick/Pack List:Vendor Product #" 
Use Quantity of One on Multiple Issue Screen? - Check this option then when issuing items through the Multiple Issue option, and the system assumes a quantity of one so the user does not have to enter the quantity each time.  This is option is used for people using Multiple Issue as a point-of-sale type program. XE "Point of Sale" 

 XE "Multiple Issue:Default Quantity" 

 XE "Multiple Issue:Using as Point of Sale" 
Default Service Level: - The service level is the percentage of time an item will be in stock when requested.  It can be set in Maintenance. Operations under the File Maintenance. sub-menu for each item.  This is the level set for new items.  Very critical items would be adjusted manually in Stock Maintenance to a higher service level. XE "Default Service Level" 
Request Group Control Number when Receiving? - XE "Group Control"Check this field to tell the system to request a group control number on all receipts, and include it on the audit trail report.

Receive in Purchase Units? - Check this option to receive stock in Purchase Units.  Otherwise, receive in Issue Units. XE "Receive:Purchase/Issue Units" 

 XE "Receive:Units of Receipt" 
Usage
The Usage folder contains options pertaining to handling and reporting usage.
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Sort Usage Report By: - Select the option to be used to sort and group the Multi-Month Usage Report. XE "Multi-Month Usage:Sorting" 
Delete Usage By: - In some applications items are issued to projects instead of cost centers.  When using the project option, usage records stay on file until the end of each project, and are not deleted each month. XE "Usage:Deleting" 
Maintain Long Term Usage History? - XE "Long Term History"A response tells the system to maintain quantity usage data for each stock number/cost center combination on a year to date and life to date basis.  This greatly increases the system disk space requirements.

Treat Physical Shrinkage like Usage? - Some users of the stockroom system operate an open stockroom.  Employees get their own supplies when needed, and no issue transactions are entered in the system.  On a monthly basis a physical inventory count is made so that usage, reorder points, and other items. can be updated.  In this situation it cannot be determined who used the supplies.  If this option is selected, there is still a need to enter receipts of goods from vendors. XE "Physical Shrinkage" 
Include Retail Price on Display/Reports? - If the Retail Price field under Stock Maintenance is not being used, do not check this option, and the Retail Price field will not appear on the Stock Maintenance Screen.  It is confusing to display this information on issue and adjustments transactions screens if it is always zero. XE "Retail Price" 
Service Charge: - XE "Service Charge"Some users wish to have a flat fee added to the inventory usage by cost centers.  This percentage is added to the total cost on the monthly usage report.  If not applicable, enter a zero for the percentage. XE "Service Charge" 
Number of months in addition to current to keep detailed usage (0 - 12) - Select 0, and the system will keep only the current month's usage.  Selecting one or more months will significantly increase fixed disk space requirements.  If 250 issue transactions are processed each day, one million bytes additional are needed for each month.  Estimate the space required based on your own daily activity. XE "Usage:Period to Maintain" 
Chapter 3: Tutorial

This section tours the principal operations of the system, setting up sample inventory items, receiving and issuing items, and preparing and printing reports.

Main Menu BarXE "Main Menu Bar"
The main menu bar can be thought of as a staging point from which to transfer to the other parts of the system.  The system always returns to the main menu bar to move between the programs.

The main menu bar is divided into seven sub-menus.  They are noted in the manual as:

1.  Transactions

4.  Month end

2.  File Maintenance 

5.  System

3.  Reports


6.  Physical  





7.  Help   

These sub-menus and their corresponding programs follow. 

The Transactions Sub-MenuXE "Transaction Sub-menu"
XE "Transactions Sub-Menu"After the inventory items are added to the master file transactions (ordering and receiving inventory from vendors, issuing inventory to cost centers or departments, etc.) are entered into the system.  As transactions are entered the system updates the master file and creates other files (e.g. Usage File, Audit Trail File, etc.).  Exercises 2, 3, and 4 work with Issue to Cost Center, Multiple Issue to Cost Center, Place On Order, Total Cost Receive, Last Cost - Receive, Unit Cost - Receive, Adjust Prior Receipt, Price Receive, and Return Item To Vendor programs.

[image: image12.png]FCC STOCKROOM INVENTORY

Maint_Reports

Monthend _System _Physical _Help

Issue to Cost Center
Multiple Issue Screen

All Cost Center Distro
Return from Cost Center
Adjustment to Usage Report
Transfer Locations

Curl+l
CuleM

Place on Order
Total Cost-Receive
Last Cost-Receive
Unit Cost-Receive
ADjust Prior Receipt
PriCe-Receive
Return Item to Yendor

veLETED  [TT07%5 ]
e (o755

TranSaction Import
Blanket Issue

Reset Weekly Totals
Tricoder Transactions

Issue single items to single Cost Center 21-Nov-96

11:54:06 AM





The File Maintenance Sub-MenuXE "File Maintenance"
XE "File Maintenance"

XE "Add Inventory Item"The first step is to add inventory items to the inventory master file.  Exercise 1 works with the Stock Maintenance program in the File Maintenance sub-menu to add sample inventory items.  The Browse by Stock number and Browse by Description programs are used to browse the file.
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The Reports Sub-MenuXE "Reports"
The programs in this sub-menu print reports listed in the drop down menu.  It is possible to build and print custom reports using Crystal Reports.  This is an optional software package by Crystal Services that can be included with the Stockroom System at an additional cost.  Crystal Reports can be used to off load a report to a file in various formats.  It is also possible to off load in ASCII or text-delimited format to import into an Access database, or chose from several other formats.  Exercises 5, 7, and 8, work with programs in this sub-menu.

[image: image14.png]Pick/Pack List
Audt Trail Repart
MuliMorih Usage Summary
HistoyLong Tem
ListBackorders

Detaled Balancing zpart
Usage Browse.

‘Summary Browse Master Fle

Custom Stock Code Repart

Custom Cost Center Report LETED  [0307-97
Graph UseNVar/Rec 020596
GRaph Budget/Usage.

wortHEND  [11-07-96

NUM 9/16/98 | 3:18 PM | Select from Menu using mouse, access key. or shortcut key.




The Month End (Period End) Sub-MenuXE "Month End"
Month end (or period-end) processing consists of zeroing out the usage file and the audit trail file (which records the transactions for a particular month into historical data files).  Then the month is closed out to prepare for next month's transactions.  Month end processing is covered in Exercise 6.
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The System Operations Sub-MenuXE "System"

XE "Utilities"
The System sub-menu contains utilities for changing the user password and performing routine system maintenance.  If the system does not appear to be functioning correctly there is probably a need to do some maintenance on the system.  It is possible to reset network terminals, repair a damaged database, and verify the integrity of certain cross-referenced data such as backorders.  The most frequently used option in this sub-menu is Exit, which is used to log off the system.
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The Physical Inventory Sub-MenuXE "Physical Inventory"
The Physical sub-menu contains utilities for preparing for and entering the physical count into the system, as well as reporting the results of the count.
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The Help Sub-MenuXE "Help"
This Help sub-menu contains programs for getting help.  This includes access to the on-line help system, getting technical support, and version and copyright information about the Stockroom Inventory system.
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Use the Help About screen to display the version number of your copy of FCC Stockroom.  This will help you if you call for technical support.
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Key UsageXE "Key Usage"
To begin a program on the main menu bar, select the sub-menu by typing <Alt>,and the underlined character of the sub-menu option to be selected.  To select the Transactions sub-menu, type <Alt>T.  Use the up and down arrow keys to move through the sub-menu.  When the desired program is highlighted hit <Enter>.  If the desired program has a hot key, it is denoted in the right hand margin of the sub-menu.  Type the hot key sequence to start the program.  Type <Ctrl>P to start the purchase order system located in the System sub-menu.

It is also possible to use the mouse to begin a program.  This is done by clicking the sub-menu to select it, and clicking the program.  To run the Pick/Pack List program under the Reports sub-menu. click Reports, then click Pick/Pack List.

To exit out of the inventory system do not turn the computer off while working in a program.  In order to close the files properly (which insures that the system maintenance has been done and the integrity of the data maintained), type <Ctrl>X from the main menu bar, or select the Exit program from the Systems sub-menu. 

Exercise 1 - Add Items To Master FileXE "Add Stock Item",
In this exercise directions are given to add inventory item to the inventory master file, to browse the inventory master file, and to make corrections to an inventory item in the master file.  If the demo version is being used, it is only possible to enter up to twenty nine items into the master file.  If the demo version is not being used, enter as many stock items as needed.

Note:
If a mistake is made position the cursor on the field to be corrected by clicking the field with the mouse.  Once on the field, use the left arrow key to backup, and type the information again.  Or click <Cancel> to return to the main menu without saving.  Then return to the Stock Maintenance screen, and retype.

To Add A Stock Item
Select Stock Maintenance from the File Maint sub-menu, and the following screen appears.  The title of this option may change depending on the value entered in User Title 6 in the Configuration.
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Click <Add> on the bar at the bottom of the screen to tell the system to add a new stock item.  The screen is cleared to enter new data and the cursor moves to the Stock Code field.  <Tab> from field to field to enter the information for the inventory Item.  When finished click <Save>.  

Stock Code: - (User Title 6) - Type S-0008, and press <Enter>.  This fifteen character stock number field can contain alpha or numeric characters (including symbols such as dash, slash, etc.).  Do not use an asterisk in this field.  This field is automatically in uppercase letters because it is too confusing to have a stock number A1 and a1.  Enter an item, and make a note of the number.  The system checks to see if that item number is already on file, and prompts if it is. XE "Stock Number"
Description 1 - Type Legal Pad-Yellow(8.5 x 11), and press <Enter>.  The short description containing up to thirty characters, is used on all reports to be consistent.  If pads of paper are being added, indicate the descriptions as legal pad-yellow (8.5 x 11), and legal pad-white (8.5 x 14), etc.  Uniformity in the description makes it is easier to find in inventory later, and easier to identify on printed reports. XE "Stock Description" 
Description 2 - (User Title 10) - Press <Enter> to move to the next field.

Description 3 - (User Title 11) - Press <Enter> to move to the next field.. XE "User Title 11" 
Much of the information pertaining to stock is organized into file folders.  To move from one file folder to another, click the tab for the desired file folder, and the information for that folder will be displayed.  Following is a discussion of each of the file folders and their information.  

Cost/Quantity
Last Issue Location: - If multiple locations are being used, this is the last location issued from.  If not being used, this is the location where this stock item is stored.  The location code can contain up to four characters.  XE "Lots:Location Code" 
Total Cost: - This is the total cost of this stock item.  If using Multiple Locations or FIFO/LIFO cost method, this field cannot be edited.  Most people use the Physical Inventory Count program to initialize the total cost amount. XE "Total Cost of Items on Hand" 
On Hand Quantity: - If a new stock item is being added, use the Physical Inventory Count program to initialize the amount on hand.  If using Multiple Locations or FIFO/LIFO cost method, this field can not be edited. XE "Amount On Hand"
Average Cost: - The system calculates the average cost by dividing the total cost by the amount on hand.XE "Average Cost"
Last Unit Cost: - Enter the cost per issue item in dollars. XE "Last Unit Cost" 
Retail Price: - This field is used to charge the retail amount for an item.  Most stockroom users leave this field blank and allocate charges to cost centers based on inventory cost. XE "Retail Price"
Purchase Units: - This field identifies the method of purchase for the inventory item, for example case, gross, etc.  If the companion purchase order system is being used, purchase orders will be issued and received in these units.  In the stockroom system, all quantities are expressed in issue units, including the reorder quantity. XE "Purchase Units"
Issue Units: - This field is a description of how the item is issued, box, package, or each.  Units used in the stockroom system are not the units shipped by the vendor; they are the internal units of issue to cost centers or departments. XE "Issue Units" 
Conversion Factor: - This is the factor used to convert from purchase units to issue units.  If purchases are by the gross, and issues by the package, and there are 12 packages in a gross, the conversion will be 12.  Conversion is always an integer greater than 1, except when issues and purchases are in the same units, then the conversion is 1. XE "Conversion Factor"
Quantity Backordered: - This is the quantity of this item on backorder. XE "Quantity Backordered" 

 XE "Backorders" 
Lots XE "Lots" 

 XE "Locations" 
The screen below shows the Lots tab for a system using multiple locations and average cost method.  If multiple locations and FIFO/LIFO cost method were being used, a Date Received column would appear in the display.  If multiple locations is not being used, but FIFO/LIFO cost method is being used, a Date Received column would appear in the listing, and the Location column would not be present.  If multiple locations are not being used, and Average cost method is being used, there will be no columns in the listing.
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The Add/Edit Lot Screen, is displayed whenever a lot is added or edited.  It is possible to add/edit Location Code, Date Received, Quantity this lot, Total Cost of items in this lot.  The average cost is computed automatically.

<Add Lot> - To add a new lot to the stock item, click <Add Lot>, and the Add/Edit Lot screen will appear.  Enter the Date Arrived, Location Code, Quantity, Cost, and click <Save.  Click <Exit> to return to the Stock Maintenance screen without saving the lot.

<Edit Lot>  - This button is used to edit the Quantity, Cost, Location Code, and Received Date for a lot.  First highlight the lot to be edited by clicking it.  Then click <Edit Lot>, and the Add/Edit Lot screen will appear.  The information for the selected lot will be displayed.  Edit the changed information, and click <Save>.  Click <Exit> to return to the Stock Maintenance screen without saving any changes.  On Hand Quantity and Total Cost for the stock item will be re-computed automatically.  XE "Lots:Edit Lot" 
<Delete Lot> - This button is used to delete a lot from an inventory item.  Highlight the lot to be deleted by clicking on the line before the line to be deleted.  Click <Delete Lot>, and the system will confirm the deletion.  Respond yes, and the lot will be deleted.  Respond No, and deleting will be canceled.  The quantity and total cost for this stock item for all locations will be recalculated.  XE "Lots:Delete Lot" 
<Transfer Lot> - To transfer a quantity from one lot to another lot, click <Transfer Lot>, and the Transfer Location screen will appear.  Enter the Old Lot, the New Lot, the Quantity to Transfer, and click <Transfer>.  When finished, click <Exit> to return to the Stock Maintenance screen.  XE "Transfer Location" 
Order/Reorder
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On Order Quantity: - This field is maintained by the system in Transactions, or in the Purchase Order system if it is being used. XE "On Order Quantity"
Expected Date: - This is the date indicated by the vendor that the item should arrive.  This field is updated by the system when an item is placed on order. XE "Expected Date"
Ordered Date: - This the date of the last order for an inventory item. XE "Ordered Date" 
Last Purchase Order Number: - (User Title 3)  This ten character field is usually used to keep track of the last purchase order number received for this stock item. XE "Last Purchase Date" 
Purchase Order Cost: - The purchase order cost is based on the most recent purchase order issued.  This field is sometimes used to project cash requirements.  There is a difference between the fields, Purchase Order Cost and Last Unit Cost.  Last Unit Cost includes taxes and freight; Purchase Order Cost does not. XE "Purchase Order Cost" 
Delivery Time (Days): - The system calculates the time required to receive an item from a vendor based on previous delivery.

Order Multiple: - This field is used to determine the economic order quantity.  If  an item must be ordered in multiples of 100, the calculated reorder quantity will be adjusted upward to the next multiple of 100. XE "Order Multiple"
Maximum Quantity: - Any attempts to place an order that increases the on hand quantity to a level greater than this number elicits a warning. XE "Maximum Quantity" 
Discount Quantity: - This field is used to enter the quantity that must be  purchased in order to receive a discount. XE "Discount Quantity" 
Reorder Point: - The reorder point is the number on hand when a reorder report is issued.  Setting this number requires deliberation.  It is the minimum quantity desired to have on hand prior to reordering.  Theoretically the minimum quantity would be zero; just enough to exactly match the demand.  Unfortunately a margin of safety in terms of the reorder point is needed.  The ideal amount depends on the length of time it takes to receive an order from the vendor, how reliable the supplier is, and the rate of usage of this item. XE "Reorder Point"
If 10 of an item are used each week, and the length of time it takes to receive a new order is two weeks, the theoretical reorder point would be 20.  At the time the order is placed 20 should be in stock.  That is just enough to carry the two weeks it takes to receive the new item.  The reorder point should be set to at least 30 to allow for an extra margin of safety, due to unexpected higher usage of the product or an unexpected late delivery.

Reorder Quantity: - This field is usually based on the size of the order required to get a reasonable quantity discount without over stocking your inventory.  XE "Reorder Quantity" 
Reorder Signal Date: - This field is maintained by the system.  When an item is issued and reduces the amount on hand to or below the reorder point the operator is warned.  This field indicates the date of this warning. XE "Reorder Signal:Date Signaled" 
Vendor Information
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Vendor 1 Code: - This field can be used with an index card file of vendors and their addresses.  It also interfaces with the auto generate feature in the purchase order system XE "Vendor:Code" 
Vendor 1 Standard Price: - This amount relates to issue units and is the price the vendor normally charges per issue unit. XE 
Vendor 2 Code:- It is possible to keep up to three vendor codes on file.  If the first vendor is not on file in the Purchase Order system, the Auto generate program will refer to the second vendor.

Vendor 2 Standard Price: - This amount relates to issue units and is the price the vendor normally charges per issue unit.

Vendor 3 Code: - It is possible to keep up to three vendor codes on file.  If the first and second vendor are not on file in the Purchase Order system, the Auto generate program will refer to the third vendor to generate purchase orders.

Vendor 3 Standard Price: - This amount relates to issue units and is the price the vendor normally charges per issue unit.

Usage XE "Stock Usage" 



Issues This Month: - This is the number of issues this month.  If 20 of this item has been issued to Cost Center 01 on January 2, and 5 of this item to Cost Center 02 on January 3,there are 2 Issue transactions.  The value of this field would be 2. XE "Issues:This Month" 
Usage Qty This Month: - This is the quantity of this item issued this month.  If 20 items were issued on January 3, and 10 on January 5, the quantity issues so far this month is 30.  The value of this field is 30. XE "Usage:Quantity this Month" 
Usage Cost this Month: - This is the cost of items issued so far this month.  If 20 items were issued on January 3 for $21.10, and 5 items on January 5 for $4.20, the cost of items used so far this month is $25.30.  The value of this field would be 25.30.  XE "Usage:Dollars this Month" 
Year To Date Usage Quantity: - This is the total quantity of this item used since this fiscal year began. XE "Usage:Year to Date Quantity" 
Average Quantity/Month: - This field is maintained by the system.  It represents the average monthly quantity usage of this item year to date. XE "Usage:Monthly Average Quantity" 
Year To Date Usage Cost: - This is the total cost of this item used since this fiscal year began. XE "Usage:Year to Date Cost" 
Average Cost/Month: - This field is maintained by the system.  It represents the average monthly dollar amount of usage for this item year to date. XE "Usage:Average Monthly Cost" 
Monthly Usage 1 to 12: - This shows the final usage quantity at month end for each month in the current year.  If the fiscal year is just completed, all of these fields are zero.  Month 1 is the month in which the fiscal year begins.  If the fiscal year begins March 1, then Month 1 is March and Month 12 is February. XE "Usage:By Month" 
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Receipts
At the year end close the system initializes monthly receipts (and usage) to zero.  During the month the system keeps the amount received in the Quantity Received this Month field.  At month end the system updates the quantity received for the Month.  Suppose the fiscal year ends December 31, and the month end is run.  The Quantity Received this Month is set to zero as well as the Quantity Received Months 1 through 12.  Twenty of this item is received..  The Quantity Received this Month is now 20.  The Quantity in Monthly Receipts 1 is still zero.  No more are received this month.  At the end of the month the month end is run.  The Quantity Received this Month is now 0, and the Monthly Quantity 1 is 20.
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Quantity Received This Month: - The system updates this field.  XE "Receipts:Quantity this Month" 
Quantity Last Received: - The system maintains this information.  This is the quantity received the last time this item was received. XE "Receipts:Quantity Last Receipt" 
Date Last Received: - The system updates this field. XE "Receipts:Last Receive Date" 
Monthly Receipts 1 to 12: - This is the balance quantity received at month end for each month.. XE "Receipts:Monthly Quantities" 
Variance
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Monthly Variance 1 to 12 - Each month the system computes an estimate of what it thinks usage will be.  The variance is the difference between the estimated usage and the actual usage.  This information is used by the system to calibrate the optimum reorder point.

Miscellaneous
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Service Level: - This is the percent of time expected to have this item in stock when it is requested.  This is used for calculation of Reorder Point and Safety Stock. The default of 98% is displayed for this field, and it can be changed in the configuration program. XE "Service Level"
Remark:- (User Title 1)This is the vendor’s description for the item ordered. XE "User Title 1" 

 XE "Vendor Product ID" 
Cycle Code: - (User Title 4) The cycle counting code is for physically counting inventory.  If the item is to be counted once per year in August the code is 08.  Type 08. and press <Enter>  Refer to program Enter Physical Count if cycle counts 2 or 3 times a year are desired. XE "Cycle CD"

 XE "User Title 4" 
To browse the master file, use <Srch Desc> or <Srch Stock Code> on the bottom of the File Maintenance screen.  Use <Prev> and <Next> to move forward and backwards through the master file.  Clicking <Search> allows the entry of a new stock number or keyword.  It is possible to use wild cards to search.  When finished viewing, adding, and deleting inventory items, click <Exit> to return to the Stock Maintenance browse screen.

Exercise 2 - Order and Receive Items

In exercise 2 instructions are given to XE "Place On Order"place an inventory item on order from a vendor, and to receive that item into inventory.

Placing An Item On Order...
Select Place On Order from the Trans. sub-menu.  The following screen will be displayed.
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The system prompts for Stock Item, Quantity, and Expected Date (Expected Date is an optional field).  The system calculates the Expected Date; or it can be entered if desired.  Also enter the Purchase Order Number if desired.  Then enter the Purchase Order Cost or the unit cost.

To save the work click <Okay>.  To clear the work without saving and start placing a new order, click <Cancel>.  To quit placing an order and not save the work, click <Exit>. 

Receiving An Item Into Inventory... XE "Receive from Vendor"
Select the Trans. option from the main menu.  It contains several options on how to receive an item into inventory:

· Total Cost - Receive

is used when the invoice has been received, and the exact cost of the items is known.

· Last Cost - Receive

is used when the invoice has not been received so the exact cost is not known, and the cost is to be estimated by using the unit cost the last time this item was purchased.

· Unit Cost - Receive

is used the invoice has not been received so the exact cost is not known, but the unit cost is known.  In this instance the cost can be estimated using the unit cost.

· Price - Receive


is used the invoice has not been received so the exact cost is not known.  In this case the cost can be estimated by using the retail price.

In each case the system asks for the Stock Item, Quantity Received, and Purchase Order Number (Optional).  It also asks for the Total Cost, Unit Cost, or Retail price, depending on which option is chosen.  The system then compares the Quantity Received to the Quantity on Order.  If Quantity Received is less than ordered the system asks if it should cancel the remaining order.  If the remaining order is not to be canceled, the system prompts for the new expected date.

To save click <Okay>.  To quit without saving, click <Exit>.

Assume that the invoice has been received, and the exact cost of the items received is known.  In this instance use the Total Cost-Receive program.  Select this program from the Trans. sub- menu, and the following screen will be displayed.
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Fill in the Stock Item (code).  For this example, type S-0008.  If a stock code that is not in the master file is entered, an error message will be received.  Since S-0008 is not on file the error message will be received.  At this point press <F8>, and the system asks for the stock code.  Type * to look at all stock numbers, and hit <Enter>.  The following screen will be displayed.
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Select the desired stock item from the list by clicking on it and clicking <OK>.  The system returns to the Total Cost- Receive screen, and the selected item appears in the Stock Item field.  Press <Enter> to accept this stock number and move to the next field.  Type 144 to receive a quantity of 144 of this item, and hit <Enter>.  Next fill in the total cost, for this example type 182.80, and press <Enter> (that is $182.80).  If the order was for 300 items and only 144 were received, enter Y or N to the cancel rest of order prompt.  If the rest of the order is not being canceled, fill in the expected date of arrival for the rest of the order.  When this is done, click <OK> to save this transaction. 

When finished receiving items, click <Exit> to exit to the main menu.

Exercise 3 - Issue Items To Cost CenterXE "Issue to Store"

XE "Issue to Cost Center"
Note:  If the Verify Reference configuration option is set to Y, the reference codes must be entered before issuing stock items.  To do this select the Verify Reference program from the File Maint sub-menu.  Refer to the Verify Reference section of this manual for further instructions.

Note:  If the Cost Center Maintenance configuration option is set to Y, in the configuration program, the cost center information under Update Cost Center must be entered before issuing stock items.  Refer to the Cost Center Maintenance section of this manual for further instructions.

To issue an item to a cost center, select Trans. option from the main menu, and select the Issue To Cost Center option from the Trans. sub- menu.  The following screen will be displayed:
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Enter the Stock Code of the item to be issued.  If the stock number is unknown, click <Browse Stock Items> to view a list of stock numbers and descriptions.  

Then fill in the Quantity of the item to be issued to the cost center.

Enter the Cost Center code.

Enter the Reference or requisition number or the person requesting the item.  The reference appears on the monthly usage summary report for this item.  It is possible to set an option in the configuration program so the reference is validated before the user can issue items to a cost center.  

The system displays Description, Price Each, Cost Each, and Cost Total.  At the top of the screen the Total On Hand units and the Purchased units are displayed.  The Price Each and Total price refer to retail price and are rarely used.  To change any of the these items use <Tab> to move the cursor to that field, or click the field with the mouse and enter the change.  

To save, click <Okay>.

To quit without saving, click <Exit>.

To clear the screen without saving, click <Cancel>.

The screen below shows the browse stock code and ditto stock code buttons enabled.
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Exercise 4 - Adjustments and UpdatingXE "Adjustments/Miscellaneous"
In this exercise instructions are given on making adjustments to the Usage Report, and confirming that the system updated the master file.

Making Adjustments To The Usage Report...
Select the Trans. option from the main menu, and select Adjustments to Usage Report.  This option is used to give a cost center credit on the Usage Summary or to add special charges.  If a cost center was issued 10 legal pads and returned 2 of them because they were damaged, credit the cost center.  Since the item was damaged and will not be returned to inventory, do not use the Return from Cost Center option, use Adjustments To Usage Report.  The following screen will be displayed when Adjustments to Usage Report program is selected:

[image: image33.png]= ADJUSTMENTS AND MISCELLANEOUS -

Cost Center: :I Cost Center Address
Costadusments [
Price Adjustment: [ |
e L
e |

oo |

Processing for NOVEMBER Enter Quantity Info in Description Field

i Stk Cods_| [ Brawss Stook Cods | _0iw_] [_Co

|

Enter a Stock Code for this transaction.





Information should be entered on the Cost Center receiving the credit (the cost center that returned the item).  A Cost Adjustment to the cost center (if it is a credit, the amount is preceded by a minus sign), a Price Adjustment, Reference, Description, and the user defined field is set in the configuration program as User Title 2 (this may be an account number, type code, etc..) should also be entered.

To go back and change any of the items on the screen, use the mouse to click on the field to be changed and type over the field.  Click <Save> to save the work, or click <Exit>to quit without saving.

Confirming Changes To The Master File...
Whenever a transaction under the Trans option is performed, the system updates the master file.  Below is a list of what is affected by performing certain transactions.  

Transaction Type



Where To View 

Place On Order



Master File







Audit Trail Report

Receiving Inventory



Master File







Audit Trail Report

Issue Items To Cost Center


Master File







Audit Trail Report







Usage Report







Browse Usage

To confirm that the system was updated, select the File Maint option from the main menu, and select Stock Maintenance. Hit <F8> to browse the master file.  Move to the stock number of the transaction to be confirmed.  The master file will be displayed.  To verify changes in the Usage Report, select Browse Inventory Usage.  To view changes to the Audit Trail Report, select Reports from the main menu and select Audit Trail Report.  The report may be displayed on the screen or printed.  

Exercise 5 - Run Transaction ReportsXE "Reports"
In this section instructions are given on browsing Inventory Usage, printing a Usage Report, printing an Audit Trail Report, and printing a Pick/Pack List.

Browsing Inventory Usage ...  XE "Reports:Browse Usage" 
To browse a usage report select Reports from the main menu and Usage Browse.  The following screen will be displayed.
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In this program, items that have been issued during the current month (or up to 12 months if it has been set in the configuration program) may be browsed on screen by cost center (or department), or by stock number.  This is useful to confirm issuance of a particular item, or the filling of  a request for a particular cost center.

Printing a Usage Report... XE "Reports:Multi-Month Usage" 
If a printed copy is needed, select Reports from the main menu and Multi-Month Usage Summary.  The following screen will be displayed.
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This program prints the allocation of inventory usage for each department on a periodic basis (either month-to-date or for a particular date).  This report can include non stock purchases from the companion Purchase Order system.  It is possible to choose to save the report to diskette (useful to send a copy to the corporate office), or to print the report.

The usage report is a formal report to be distributed to cost centers showing how much of each inventory item was used.  It also shows total cost to be allocated to the cost centers.  It is possible to select cost only, price only, or cost and price to be shown on the report.  

Do not enter any transactions between the time the Usage Report is printed and the time the Usage Report file is deleted.  Printing the Usage Report and deleting the Usage File should come back to back.  Also, be sure to delete the Usage File, otherwise the next monthly report will show two months usage.

Printing an Audit Trail Report... XE "Reports:Audit Trail" 
To print an Audit Trail Report, select Reports from the main menu and Audit Trail Report.  The following screen will be displayed.
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This program prints all transactions affecting Total Cost and/or Amount On Hand on the inventory master file.  The Audit Trail Report can be sorted by stock code, entry order, or cost center.  It can be printed for a stock number, purchase order number, or department number single day, or for month-to-date.

Printing a Pick/Pack List… XE "Reports:Pick/Pack List" 
To Print a Pick/Pack List select Pick/Pack List from the Reports sub-menu, and the following screen will appear.
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Once an item has been issued and the pick/pack list has been printed, the pick/pack list cannot be reprinted.

Exercise 6 - Month End ProcessingXE "Month End"
In this exercise instructions are given on period end processing by deleting the Usage File, deleting the Audit Trail, and closing out the Month.

Deleting The Usage File...
To delete the Usage file, select Month End from the main menu and select Delete Usage File.  The following screen will be displayed.

[image: image38.png]DELETE USAGE FILE

DU CAN SAVE THE USASE FILE N ASCII FORMAT. TWD FORMATS ARE POSSIALE. ONE WITH
BUTTES AND COMNAS [STANDARD], AND NE WITH SPACES &S DELIMITERS FOR INTERFACE.
WITH LOTUS.

SAVE USAGE FILE? N FOR NO. S’ FOR STANDARD,

“FoR LoTUS
DO YD1 WANT TD APPEND AN OLD FILE. OF START A NEW ONE? [4/5] E]
INCLUDE VEND PTH REMARK FIELD FROM INVENTORY WASTER TABLE? (Y/H)





This program deletes the Usage file in order to start another cycle.  If the configuration parameters were set to save long term history, this program transfers the information from the current month into the long term history file.  When the usage file is deleted, the option is given to save a copy of the file.  It can be saved under 2 formats, for input by a database management program, or into Lotus.  

Deleting The Audit Trail ...
To delete the Audit Trail file, select Month End from the main menu and Delete Audit Trail.  The following screen will be displayed.
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This program deletes the Audit Trail file to get ready for the next cycle.  It is also possible to save  it as an ASCII file.  

Closing Out The Month...
To close out the month select Month End from the main menu and Close Out Month.  The following screen will be displayed.
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This program closes out the month on the inventory file itself, that is, the month-by-month usage, the total usage, the month-by-month receipts, and the total receipts.  Quantity Received this Month, and Month Usage Quantity are set to zero to start a new month. And the Total Last 12 Months, Use History, and Receipts are updated.

Exercise 7 - Cost Center MaintenanceXE "Verify Store"

XE "Update Store"

 XE "Cost Center Maintenance" 
If the Cost Center Maintenance option in the configuration program is set to Y, enter the cost center information using the Cost Center Maintenance program in the File Maint. sub-menu before issuing any items from inventory.  Choosing this option displays the following screen.
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There are several operations available from this screen.  Search for a particular cost center by clicking <Search>.  Add a cost center to the file by clicking <Add>.  If there are no cost centers currently on file, a message is displayed to either add a new cost center or exit.  Click <OK> to acknowledge the message.  It is possible to delete a cost center from this screen if there are cost centers on file.

To Add a Cost Center...  XE "Cost Center:Add" 
Click <Add> if it is visible.  This tells the system to add a new cost center. Enter the cost center name or code, and press <Enter>.  Next, enter the Reference, Release Code, and Address for this cost center (pressing <Enter> after each selection).  

After entering the zip code field the cursor moves down to the Budget field for the month of January.  There is a budget field for each month.  The budget for each month should be filled in.  If the budget is the same for each month enter the value in January, press <F9>, and the value in January to be propagated throughout the whole year.  

When finished with the budget, the cursor moves down to the Usage for the month of January.  The usage values are maintained by the system, so there is no need to enter anything here except to initialize the usage to some value.   The usage works the same as the budget.  If usage is the same for the whole year, entering the value of usage in January and then pressing <F9> causes the value to be propagated throughout the year.

To save the cost center, click <Save>.  Click <Exit> to exit without saving and return to the main menu bar.

To Find a Cost Center...  XE "Cost Center:Search" 
To find a cost center click <Search>, and the system asks for the name or code of the desired cost center.  Type the name, and press <Enter>.  If the cost center is on file it will be displayed on the screen, and if it is not on file, an appropriate message will be displayed.  Once a cost center has been located, it may be updated.  Various reports relating to the cost center may be printed by going to the Miscellaneous tab.  A list of additional operations will also be displayed. 

To Delete a Cost Center...  XE "Cost Center:Delete" 
To delete a cost center, find it (see find).  When the cost center to be deleted has been located and displayed on the screen ,click <Delete>.  The system confirms the deletion.  Answer <Yes>, the cost center will be deleted.  Answer <No>,and the operation will be canceled.

Exercise 8 - Reference MaintenanceXE "Verify Reference"

 XE "Reference Maintenance" 
If the Verify Reference option in the configuration program is checked, enter a list of all the valid References using the Reference Maintenance program in the File Maint. sub-menu.  Select this program and the following screen will be displayed.
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To add a new reference, scroll to the bottom of the list and position the cursor on the first blank line.  Enter the Reference Code and the Reference Name.

To edit an existing Reference, scroll to the line containing the reference to be updated and type over it.

To delete a reference from the list, highlight the item to be deleted by clicking it in the list.  The item will appear in a gray (as L Manfredi shown above).  Click <Delete Line>, and the reference will be deleted.

When finished adding, editing, and deleting items, click <Save> to save the changes.  Print a list of references by clicking <Print Listing>.  To return the references to the state they were in before making changes click <Cancel>, or <Exit> prior to saving.

Chapter 4: Operating the Inventory System

Starting The SystemXE "Logging On"

XE "Password"

XE "Starting the System"
Turn on the system power and start Windows.  If the system does not automatically bring up Windows, this can be done by typing Win at the system prompt and hitting <Enter>).  If the Program Manager icon is not maximized, maximize it be double clicking the Program Manager icon.  Double-click on the FCC group icon to maximize it if it is not maximized.  Finally, select the Stockroom Inventory System icon by double clicking it.   The log on screen shown below will be displayed.  This screen is sometimes called the password screen or the protected screen.
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Changing the Date and TimeXE "Dates:System Date"

XE "Time"
If the date or time displayed on the logon screen is incorrect, correct them.  Correct the time by clicking on the time display and using the left arrow key to delete the old time.  Type the correct time in  hh:mm:ss format, and press <Enter>.  To correct the date click the Date display, and use the left arrow key to delete the old date.  Type the correct date in YY/MM/DD format if using European (Canadian) date format, or MM/DD/YY format if using U.S. format, and press <Enter>.

Entering Your User ID and Password
In order to gain access to the Stockroom system, type in your User ID, and press <Enter>.  If a valid User ID was not entered, the system prompts that the ID entered is invalid.  Type ID again to be sure it was typed correctly.  If the message is received a second time, check with your supervisor to confirm that User ID and Password given were correct.  If a valid User ID was entered, the cursor moves to the password field.  Type in your Password, and press <Enter>.  If the Password entered is the correct password, <OK> will become highlighted.  Press <Enter> again and the Main Menu bar of the system will be displayed. 

The Main Menu Bar

The heart of the system is the main menu bar, which is divided into seven sub-menus.  These seven sub-menus are discussed in depth throughout this chapter.

[image: image44.png]FCC STOCKROOM INVENTORY

Trans

Maint

Reports_Month End_System _Physical _Help

My Company Name

DATE USAGE FILE DELETED  [11:0785 ]
DATE AUDIT TRAIL [0z05% ]

DELETED

DATE OF LAST MONTHEND  [11:0785 ]

24Nov-96

03:37:54 PM





· The Transactions sub-menu

· The File Maint. sub-menu

· The Reports sub-menu

· The Month End sub-menu

· The System sub-menu

· The Physical sub-menu

· The Help sub-menu

The major programs in the FCC Stockroom Inventory system are accessed through the Main Menu bar.  The user decides which operation to perform, and selects the operation in one of the following ways.  The first method of selecting from the menu is by typing <ALT>and the underlined character of the sub-menu option to be selected.  To select the Transactions sub-menu type <ALT>T.  Alternately, use the up and down arrow keys to move through the sub-menu.  When the desired program is highlighted, hit <Enter>.  The second method of selecting an operation is to use a hot key; not all operations have hot keys attached to them.  If the wanted program has a hot key attached to it (the hot key sequence is denoted in the right hand margin of the sub-menu) type the hot key sequence to start the program.  For example, to branch to the Purchase Order system typing <CTRL>P opens the FCC Purchase Order system program located in the System sub-menu.  Lastly, it is possible to use the mouse to begin a program by clicking on the desired sub-menu, and clicking on the program to be executed.  For example, to run the Pick/Pack List program under the Reports sub-menu, click Reports and click Pick/Pack List.

The main menu bar reappears upon exit from one of the programs.  Each program is discussed at length in this chapter.

Transactions Sub-MenuXE "Transactions Sub-menu"
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The transactions sub-menu contains programs that are used to order, receive, and return stock items.  There are also programs to issue stock items to various cost centers.  If the companion Purchase Order system is being used, items will be placed on order and received from vendors in Purchase Order, and not in this program.

After all the inventory items are entered into the system using the Stock Maintenance program under the File Maint sub-menu, the system is ready to record transactions through the programs on the Trans sub-menu.  There are thirteen programs contained in the Trans. sub-menu, and they are discussed in the following pages.

Issuing Items to Cost Center - XE "Issue to Store"
When Issue to Cost Center is selected from the Trans. sub- menu, the following screen is displayed.
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There are six fields to fill in to issue an item to a cost center.  The first field is the Stock Code field.  This number must correspond to a stock number set up in the Stock Maintenance program.  If a stock number that is not on file is entered, an error message will be received.  After a correct stock code is entered, the system displays the Quantity for this stock item as well as the issue units and the Purchased units.  A list of locations will appear if multiple locations are being used, and the location from which the stock item is to be issued must be chosen. 

Next, fill in the Quantity field, and press <Enter>.  That is the quantity of the stock item to be issued.  More than the Total On Hand cannot be issued, and an error message will be received with an attempt to do so.  The Price Each, Total Price, Cost Each, and Total Cost will be computed and displayed by the system.

Fill in the Cost Center code of the recipient of this item, and press <Enter>.  If the Cost Center Maintenance field is set to Y in the conformation, enter a code that is on file.  If the code entered has not been setup under the Update Cost Center program, an error message will be received.  If a valid cost center code is entered,  the cursor moves to the Reference field. 

Enter the reference code, and press <Enter>.  If the Verify Reference field is set to Y in the configuration, this code must correspond to one that has been entered under the Verify Reference program in the File Maint. sub-menu.  If not, an error message will be received.  If a valid reference is entered, click <Issue> to issue the item.  

Whenever an issue transaction takes the current on hand quantity to or below the reorder point, the system will beep, display a warning, and wait for <Enter> to be pressed before proceeding.  This happens when the quantity is greater than reorder before issue, and less than or equal to reorder after issue.  The system does not continue to warn about the same item.

Click <Cancel> to erase this transaction and start over.  To not issue this item and  to return to the main menu bar, click <Exit>.  To reverse after an item has been issued, use the Return from Cost Center program.  

Multiple IssueXE "Multiple Issue"
The multiple issue program is used to issue many different stock items to the same cost center.  When this program is selected, the following screen is displayed.
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Enter the Cost Center code and Reference code at the top of the screen.  As with the single Issue to Cost Center program, the system checks to make sure a valid code for each is entered, if the configuration program is set to verify the Cost Center and the Reference.  

Enter the stock number, and press <Enter>.  After entering the Stock Code, the Description and Current On Hand Quantity will be displayed for each item.  The user will have to choose from which location to issue the item.  Then fill in the Issue Quantity of this item to issue, and press <Enter>.  Enter as many stock items as desired on this screen.  When finished entering them, click <Issue>.  As with the singe Issue to Cost Center program, click <Cancel> to clear the screen and start from scratch, or <Exit> to exit to the main menu bar without issuing this item. 

Return From Cost CenterXE "Return from Store"
Use this program to record the return of any item previously issued to a cost center.  This transaction adjusts the inventory file (including the monthly usage), and the Usage Report.  This program is also used to reverse an issue transaction.  When this program is selected, the following screen will be displayed.
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The fields in this program are identical to the single Issue to Cost Center program.  However, the user is returning the item from the cost center and not issuing it to the cost center.  If the multiple locations option is being used, the system prompts for the location to which the item is being returned.  If the configuration is setup to verify Cost Center and Reference, the system checks to make sure a valid Cost Center and Reference were entered.  

All Cost Center DistroXE "All Cost Center Distro"
The All Cost Center Distro program is used to distribute stock items to multiple cost centers.  Groups of cost centers are created, and the quantity to be issued to each cost center in the group is set.  To issue items to the group, click <Gen. Pick/Pack List>, and enter the stock item to be to issued to the group.  The system will issue the Quantity to Issue of the item to each cost center.  If there is not a sufficient quantity of the stock, an error message will be received and processing will end.
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To Create a New Group ... XE "Cost Center Groups"
To create a new group click <New Group>, and the following box will appear at the bottom of the screen:

[image: image50.png]INEW GROUP CODE

DEFAULT T T0 I5SUE

[PROMPT FOR QTY FOR EACH COST CTR | [ |





Fill in the New Group Code, and press <Enter>.  Enter the Default Quantity to be Issued to each cost center, and press <Enter>.  To have the system prompt for the quantity for each cost center during the initializing of the group, enter Y at the Prompt for Qty for each Cost Center field, and press <Enter>.  If N was entered at the Prompt, the system will create the group inserting each cost center on file into the group and initializing it's quantity to whatever the default is set to be.  If Y was entered, a screen will be displayed containing information about each cost center (as shown below).  Fill in the quantity to issue for each cost center for this group.  Enter the Qty to Issue, and press <Enter>.  The next cost center will be displayed.  Repeat until no more cost centers are displayed.
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To Edit a Group...

Click the down arrow to the right of the Group Code field, and a list of all the group codes will be displayed.  Click the wanted code, press <Enter> to display all the cost centers in this group.  Edit the quantity in the list by clicking <Update>.  Add a new cost center to the list by clicking <Add>, or delete a cost center from the list by clicking <Delete>.   Use the Up and Down arrows to the right of the list to scroll through the list of cost centers.

To Delete a Group ...  XE "Delete Group" 
To delete a group click <Delete Group>, and the system prompts for confirmation of the group to be deleted.  Enter the group code, press <Enter>, and the system asks to confirm.  Click <Yes> to delete the group, or <No> to cancel deleting the group.
To Issue to the Group ...
The <Gen. Pick/Pack List> option is used to issue a particular stock item to the group.  Enter the Group code for the group to be processed, and press <Enter>.  Enter the stock item to be issued to the group, and press <Enter>.  Enter the Reference Code, and press <Enter>.  Click <OK> to begin processing the group.  Click the <Cancel> to return to the All Cost Center Distro screen.

Adjustments to Usage ReportXE "Adjust Usage Report"
This program is used to add miscellaneous charges and/or credits to a cost center's usage report.  The thirty character description is used to describe the nature of the adjustment.  Put a minus sign in front of the amount to record a credit.  This transaction does not adjust the inventory master file.  When this program is selected, the following screen is displayed.
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Transfer LocationsXE "Transfer Locations"
If the multiple warehouse option is being used, use this option to transfer items from one location to another.  If the multiple warehouse option is not being used, change the location of an item by changing the location field in File Maint./ Stock Maintenance.  When this program is selected, the following screen is displayed.
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After entering the Stock Number, the program displays the current locations, with quantity at each, and asks for the from location, the to location, and the quantity to transfer.  Even though there is no net change in inventory, this transaction will be recorded in the audit trail.

Place Item on OrderXE "Place On Order"
This program is used to tell the system that an inventory item has been placed on order.  When this program is selected, the screen below is displayed.  Enter the stock Item being ordered, the quantity of the item, and the expected date of arrival.

[image: image54.png]PLACE ITEM ON ORDER

Stock ltem:
GQuantiy:
Expested Date:
Purchase Order #;

Purchase Order Cost:

Processing for
Unit of Measure:

Quantity on Order:

—
—

Somee ook Gt ||

Okay

| [Coeme | |

Exit





If the Purchase Order number on items on order is being kept, the system will prompt for the Purchase Order number.  After entering all fields, click <Okay> to place the item on order.  The system returns to the Stock Item field to place more items on order.  If companion FCC Purchase Order system is being used, do not use this program to place items on order.  Use the Purchase Order system.  When finished entering the purchase orders, click <Exit> to return to the main menu bar.

Total Cost - ReceiveXE "Receive Item"

XE "Actual cost"
Use this program to receive an item into inventory when the actual cost is known, (the invoice was received with the goods).  Otherwise use Last Cost - Receive, Unit Cost - Receive, or Price Receive to estimate the cost.  The following screen is displayed when the Total Cost - Receive option is selected.
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Enter the Stock Item, the Quantity received, and the Total Cost.  The stock description will be displayed when the stock item number is entered.  Then it is possible to check that the correct information was entered.  

Click <Okay> to save the transaction.  The system will check to see if the inventory item was on order.  If so, it compares the quantity on order with the quantity received.  If the amount received is less than the amount ordered, the system will ask about canceling the remainder of the order.  Respond N, and the system asks for a new expected date.  Otherwise, the system will cancel the rest of the order.

Once the item has been received, the system returns to the Stock Item field to receive another item.  To quit, click <Exit> to return  to the main menu.  

Last Cost - Receive
If an item is being received into inventory prior to getting the vendor invoice, estimate the total cost, and adjust it later when the invoice is received.  This program calculates an estimate based on the last unit cost currently on file, and displays it in the Total Cost field.  To use it as it is, press <Enter>.  To adjust it, type over the number with another estimate, and press <Enter>   If there is no last unit cost, average cost is used.  When the invoice with the actual cost is received, enter the adjustment using the Adjust Prior Receipt program.  The screen for this program is the same as for the Total Cost - Receive program.
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If the Standard Cost method is being used, put in the standard cost in Last Unit Cost when an item is set up; use this option only to receive items into inventory.

Unit Cost - Receive
If the unit cost on items being received is known, and the total cost is not known, use this option to receive items from vendors.  The system asks for the cost per item, rather than the total cost.  This is very useful in setting up initial inventory, in case the total cost not known, but the unit cost can be estimated.  The screen for this program is the same as the Total Cost - Receive program.
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Adjust Prior ReceiptXE "Adjust Prior Receipt"
If an item arrives from a vendor and the price is unknown, use an estimated cost  to receive it into inventory.  Then when the actual invoice is received, use this option to enter the adjustment.  When selected, the following screen is displayed.
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The system displays details of the last receipt.  Enter the total cost from the invoice, and the program will subtract the original estimate and make the correction.  If all of this item has been issued, this procedure will react with a message to that effect.  In this case, use the Adjust Cost Center Program to enter a correction.

If the correction that you need to make is not on the most recent receipt, then you will need to adjust the cost directly  on the file maintenance screen, (stock code maintenance).

Price - ReceiveXE "Receive Item"
This program works the same as Last Unit Cost - Receive and Unit Cost Receive, except it uses Retail Price to estimate the cost of the incoming item.
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Return Item to VendorXE "Return Item to Vendor"
This program allows for the reversal of a receiving entry or a return to vendor.  Enter the quantity and cost information, and the master file is adjusted.  The screen for this program is the same as for Total cost - Receive.
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Transaction ImportXE "Transaction Import"
This program imports batch transactions from an outside source.  Seven transaction types may be entered: Place Item on Order, Receive Item from Vendor, Issue Item from Inventory, Adjust Usage Report, Receive Item at Last Unit Cost, Receive Item at Retail Price, and Receive Item at Unit Cost.  A mixture of these transactions can be entered using a flat ASCII file with quotes around each alphanumeric field, and commas between each field.  There are eight fields on each input record.  The format is as follows: XE "Trancode"
Trancode 1:  Place Item on Order

Sequence
Type data
Description

1
Numeric
Trancode

2
Alphanumeric
Stock Number

3
Numeric
Quantity

4
Numeric
Unit Price (Optional)

5
Alphanumeric
Purchase Order #

6
Numeric(in quotes)
Expected Date (mmddyy)

7
Alphanumeric
Null

8
Alphanumeric
Null

Examples:
1,"XYZ-161",100,1.22,"PO12345678","122288","",""

1,"ABC-747",300, ,"PO1233","012589","",""

Notice that the second sample leaves out the unit price, but has the required comma.  Null means a pair of double quotes for alphanumeric data, and an extra comma for number data.

Trancode 2:  Receive Item (Enter total cost)

Sequence
Type Data
Description
1
Numeric
Trancode

2
Alphanumeric
Stock number

3
Numeric
Quantity

4
Numeric
Total Cost

5
Alphanumeric
Purchase Order No.

6
Alphanumeric
Group Control No.

7
Alphanumeric
Location

8

Alphanumeric

Null

Example:
2,"AAA-241",10,75.34,"PO54321","12345","XXXX"

Note: The location is only required if multiple warehouse locations are being used.

Trancode 3:  Issue Item from Inventory
Sequence
Type Data
Description
1
Numeric
Trancode

2
Alphanumeric
Stock Number

3
Numeric
Quantity

4
Numeric
Null

5
Alphanumeric
Cost Center

6
Alphanumeric
Reference


7
Alphanumeric
Location

8
Alphanumeric
Type Code

Examples:
3,"VSD-005",5,,"AAAAAA","RRRRRRRRRR","W","" 

3,"REW-041",1,,"BBBBBB","RRRRRR","W","CHGTYP"

3,"HAA-725",3456,,"BBBBBB","444444","W","" 

Note:  Location is required only if multiple warehouse locations are being used.  The type code is entered only to change the type code on an item as it is being issued, and not use the code currently on the master file.

Trancode 4:  Adjust Usage ReportXE "Adjust Usage Report"
Sequence
Type data
Description
1
Numeric
Transaction Code

2
Alphanumeric
Null

3
Numeric
Price Adjustment

4
Numeric
Cost Adjustment

5
Alphanumeric

Cost Center

6
Alphanumeric

Reference

7
Alphanumeric

Description of Adjustment

8
Alphanumeric

Null

Example:
4,"",-8.33,-5.23,"BBBBBB","REFXX","TEST","ADJ TO BBBB",""

Trancode 6:  Receive Item (At Last Unit Cost)

Sequence
Type Data
Description
1
Numeric
Trancode

2
Alphanumeric
Stock Number

3
Numeric
Quantity

4
Numeric
Null

5
Alphanumeric
Purchase Order #

6
Alphanumeric
Group Control #

7
Alphanumeric
Location

8
Alphanumeric
Null

Example:
6,"ZZZ-1234",34,,"PO33333","GPCTL44","NNNN",""

Trancode 7:  Receive Item (At Retail Price)

Sequence
Type Data
Description
1
Numeric
Trancode

2
Alphanumeric
Stock Number

3
Numeric
Quantity

4
Numeric
Null

5
Alphanumeric
Purchase Order #

6
Alphanumeric
Group Control 3

7
Alphanumeric
Location

8
Alphanumeric
Null

Example:
7,"THD-718",12,,"PO555","GPCTL77","AAAA",""

Trancode 9:  Receive Item (Enter unit cost)

Sequence
Type data
Description
1
Numeric
Trancode

2
Alphanumeric
Stock Number

3
Numeric
Quantity

4
Numeric
Unit Cost

5
Alphanumeric
Purchase Order #

6
Alphanumeric
Group Control #

7
Alphanumeric
Location

8
Alphanumeric
Null

Example:
9,"146",10,3.33,"PO23455","GPCTL1287","LOCX","" 

The program prints a log of entries input, and prints a rejection message for any record not accepted.  A summary of number of transactions input and number rejected prints at the end of the report.  The operator needs to specify the name of the input file, for example, Myfile.dat or A:\Invfile.dat.  The following screen is displayed when the program is selected.
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Blanket IssueXE "Blanket Issue"
This program is used to issue the same quantity of an item that all cost centers must have.  The program asks for the stock number, quantity (to go to each cost center) and a release code.  The release code can be used to separate cost centers, for example, all operations cost centers might have a code A, and administrative, code B.  Items can be issued to either release code, or to both.  To issue to all cost centers, press <Enter> in the release code field.  The screen for the blanket issue program is displayed below.
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Reset Weekly TotalsXE "Reset Weekly Totals"
To create custom reports that involve weekly issues and receipts, select this program each week to reset the totals.  Alternately, this program may be used to maintain quarterly figures by running the program at the end of each quarter.  The screen for this program is displayed below.
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File Maintenance Sub MenuXE "File Maintenance"
Stock Code MaintenanceXE "Stock Maintenance"
This program is used to set up, delete, and update inventory items.  Do not use this program to change the total cost field.  An inventory transaction should be used instead.  When the Stock Maintenance program is selected, the following screen is displayed.  Use the scroll bar to move forward and backward in the screen.

Note:  The name of this program may vary depending on the value of User Title 6 in the configuration program.  If User Title 6 is Stock Code, this program will be called Stock Code Maintenance.  If User Title 6 is Item #, this option will be called Item # Maintenance.
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There are control buttons at the bottom of the window, labeled <Prev>, <Next>, <Search>, <Can. Srch>, <Add>, <Update>,<Delete>,  <Save>,and <Exit>.  Select either <Delete>,<Update>,<Add>, <Exit> or <F8> to browse.  Select <Exit> to exit this window and return to the main menu.  Note the color of the text on the buttons.  Black signifies that option is enabled while gray signifies that the option is disabled.

If Updating...  XE "Inventory Items:Editing" 
1. Enter the stock number to be updated.

2. Go through the fields displayed overwriting the data to be changed.  When finished, click <Save> .

If Adding... XE "Inventory Item:Add"
1. Enter the stock number to be added to the master file.

2. Move through each field entering the corresponding values for the stock number.  For descriptions of each field, press <F1> when the cursor is on the field, and a help screen displays the description.  When finished entering all of the data, click <Save>.  

3. If an error after hitting <Save>, fix the error by clicking <Update>. 

4. Click <Exit> to quit adding without saving.  

If Deleting... XE "Inventory Item:Delete" 
1. Enter the stock number of the item to be deleted.

2. The system asks for confirmation of the deletion.  

3. Respond <No> to select another option.  Respond <Yes>, and the item is deleted from the master inventory file.

Each field on the screen is described in the on-line help.  Position the cursor on the field in question, and press <F1>.  A detailed description of each field is also provided below.

Stock Number - XE "Stock Number" 

 XE "Inventory Item:Part #, Stock #, Item #"  A fifteen character unique number for the inventory item.  When a Stock Code with less than fifteen characters is keyed in, the system pads it with blanks to make a total of fifteen characters.  Decide whether it should pad on the right or on the left of the stock number, and change the code accordingly on the configuration screen.  The default setting is to pad on the left, that is, to right justify the number.  This decision is made once.  After items are on file, this selection cannot be changed.  The following comments should help with this decision.

A) If all of your stock codes are the same length, the selection does not matter.  It is recommended that the right justify be set N.

B) If your stock codes are thought of as numbers, leave the right justify flag set Y, and if they are thought of as names, should set it to N.

As an example, consider the following stock codes;

68, 143, 1187, BOLT1, APPLE63.

The stock code would sort as show in the following tables:

Right Justify Y

Right Justify N
68



1187

143



143

1187



68

BOLT1


APPLE63

APPLE63


BOLT1

Simplified, numbers do better with Y, and names do better with N.

Description - This is a thirty character description of the inventory item.  This is the short description which is used on all internal reports.

Description 2 - This is a thirty character additional description.  The title of this field can be changed. 

Description 3 - This is a thirty character additional description.  The title of this field can be changed in the configuration program.

Much of the information pertaining to stock is organized into file folders.  To move from one file folder to another, click the tab for the file folder to move to and the information for that folder will be displayed.  Following is a discussion of each of the file folders and the information that appears on them.  The first is the Cost Quantity folder.

Cost/Quantity
The Cost/Quantity screen is shown on page 92 under the basic File Maintenance screen.

Last Issue Location: - If multiple locations are being used, this is the last location issued from.  If multiple locations are not being used, this is the location where this stock item is stored.  The location code can contain up to four characters.  XE "Lots:Location Code" 
Total Cost: - This is the total cost of this stock item.  If using Multiple Locations or FIFO/LIFO cost method, this field cannot be edited.  Most people use the Physical Inventory Count program to initialize the total cost amount.

On Hand Quantity: - XE "Amount On Hand"If adding a new stock item, use the Physical Inventory Count program to initialize the amount on hand.  If so leave this field zero.  If using Multiple Locations or FIFO/LIFO cost method, this field cannot be edited directly.

Average Cost: - The system calculates the average cost by dividing the Total Cost by the On Hand Quantity.XE "Average Cost"
Last Unit Cost: - Enter the cost per issue item in dollars.

Retail Price: - This field is used to charge the retail amount for an item.  Most stockroom users leave this field blank and allocate charges to cost centers based on inventory cost. XE "Retail Price"
Purchase Units: - This field identifies the method of purchase for the inventory item, for example case, gross, etc.  If the companion purchase order system is being used, purchase orders will be issued and received in these units.  In the stockroom system, all quantities are expressed in issue units, including the reorder quantity. XE "Purchase Units"
Issue Units: - This field is a description of how the item is issued, box, package, or each.  Units used in the stockroom system are not the units shipped by the vendor; they are the internal units of issue to cost centers or departments.

Conversion Factor: - This is the conversion factor used to convert from purchase units to issue units.  If purchases are by the gross, and issues by the package, and there are 12 packages in a gross, the conversion will be 12.  Conversion is always an integer greater than 1, except when issues and purchases are in the same units, the conversion is 1. XE "Conversion Factor"
Quantity Backordered: - This is the total quantity of this item that is on backorder.

Lots
The screen below shows the Lots tab for a system using Multiple Locations and Average cost method.  If Multiple Locations and FIFO/LIFO cost method are being used, a Date Received column would appear in the display.  If Multiple Locations are not being used, but FIFO/LIFO cost method is being used, a Date Received column will appear in the listing and the Location column would not be present.  If Multiple Locations is not being used with Average cost method, there will be no columns in the listing.

[image: image65.png]e ——) e

Location|  Quantity Cost Average Cost

Radin | [_onio | [ Dowio ] [ Tmwiorior





The Add/Edit Lot Screen, shown to the left, is displayed whenever a lot is added or edited.  It is possible to add/edit Location Code, Date Received, Quantity this lot, Total Cost of items in this lot.  The average cost is computed automatically.

<Add Lot> - To add a new lot to the stock item, click <Add Lot>, and the Add/Edit Lot screen appears.  Enter the Date Arrived, Location Code, Quantity, Cost, and click <Save>. Click <Exit> to return to the Stock Maintenance screen without saving the lot.

<Edit Lot> - This button is used to edit the Quantity, Cost, Location Code, and Received Date for a lot.  First highlight the lot to be edited by clicking it.  Then click <Edit Lot>, and the Add/Edit Lot screen appears.  The information for the lot selected to be edited is displayed.  Edit the information that has changed, and click <Save>.  Click <Exit> to return to the Stock Maintenance screen without saving any changes.  The On Hand Quantity and the Total Cost for the stock item will be recomputed automatically.  XE "Lots:Edit Lot" <

<Delete Lot> - This button is used to delete a lot from an inventory item.  Highlight the lot to be deleted by clicking on the line before, and clicking <Delete Lot>.  The system asks for confirmation to delete this lot.  Respond <Yes>, and the lot will be deleted.  Respond <No>, and deleting will be canceled.  The quantity and total cost for this stock items for all locations will be recalculated.  XE "Lots:Delete Lot" 
<Transfer Lot> - To transfer a quantity from one lot to another lot, click <Transfer Lot>, and the Transfer Location screen appears.  Enter the Old Lot, the New Lot, the Quantity to Transfer, and click <Transfer>.  Click <Exit> to return to the Stock Maintenance screen when finished.  

Order/Receive
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On Order Quantity: - This field is maintained by the system in transactions, or in the purchase order system if it is being  used. XE "On Order Quantity"
Expected Date: - This field is the arrival date indicated by the vendor.  This field is updated by the system when an item is placed on order. XE "Expected Date"
Ordered Date: - The date of the last order for an inventory item.

Last Purchase: - (User Title 3)  This ten character field is usually used to keep track of the last purchase order number received for this stock item.

Purchase Order Cost: - The purchase order cost is based on the most recent purchase order issued.  This field is sometimes used to project cash requirements.  There is a difference between the fields, Purchase Order Cost and Last Unit Cost.  Last Unit Cost includes taxes and freight; Purchase Order Cost does not.

Delivery Time (Days): - The system calculates the time required to receive an item from a vendor based on previous delivery times.

Order Multiple: - This field is used to determine the Economic Order Quantity.  If an item must be ordered in multiples of 100 the calculated reorder quantity will be adjusted upward to the next multiple of 100. XE "Order Multiple"
Maximum Quantity: - Any attempts to place an order that increases the on hand quantity to a level greater than this number elicits a warning.

Discount Quantity: - This field is used to enter the quantity that must be purchased in order to receive a discount.

Reorder Point: - The reorder point is the number on hand when a reorder report is to be issued.  Setting this number requires some deliberation.  It is the minimum quantity desired to have on hand prior to reordering.  Theoretically the minimum quantity would be zero; just enough to exactly match the demand.  But some margin of safety in terms of the reorder point is needed.  The ideal amount depends on the length of time it takes to receive an order from the vendor, the reliability of the supplier, and the rate of usage of this item. XE "Reorder Point"
For example, if 10 of an item are used each week, and the length of time it takes to receive a new order is two weeks, the theoretical reorder point would be 20.  At the time the order is placed 20 are in stock.  Just enough to carry the two weeks it takes to receive the new item.  In fact the reorder point would be set to at least 30 to allow for an extra margin of safety due to an unexpected higher usage of the product or an unexpected late delivery.

Reorder Quantity: - This field is usually based on the size of the order required to get a reasonable quantity discount, without over stocking inventory.  XE "Reorder Quantity" 
Reorder Signal Date: - This field is maintained by the system.  When an item is issued and reduces the amount on hand to or below the reorder point the operator is warned.  This field indicates the date of this warning.

Vendor Information
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Vendor 1: - This field can be used with an  index card file of vendors and their addresses.  It also interfaces with the auto generate feature in the purchase order  system.

Vendor 1 Standard Price: - This amount relates to issue units and is the price the vendor normally charges per issue unit.

Vendor 2: - Three vendor codes can be kept on file.  If the first vendor is not on file in the system, the auto generate program will refer to the second vendor to generate purchase orders.

Vendor 2 Standard Price: - This amount relates to issue units and is the price the vendor normally charges per issue unit.

Vendor 3: - Three vendor codes can be kept on file.  If the first and second vendor is not on file in the system, the auto generate program will refer to the third vendor to generate purchase orders.

Vendor 3 Standard Price: - This amount relates to issue units and is the price the vendor normally charges per issue unit.

Usage
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Issues this Month: - This is the number of issues this month.  If 20 of this item to were issued to cost center 01 on January 2 and 5 of this item to cost center 02 on January 3, 2 issue transactions were made.  The value of this field would be 2
Usage Qty this Month: - This is the quantity of this item issued this month.  If 20 items were issued on January 3 and 10 on January 5, the quantity issues so far this month is 25.  The value of this field is 25.
Usage Cost this Month: - This is the cost of items issued this month.  If 20 items are issued on January 3 for $21.10, and 5 items on January 5 for $4.20, the cost of items used so far this month is $25.30.  The value of this field is 25.30.
Year To Date Usage Quantity: - This is the total quantity of this item used this fiscal year.
Average Quantity/Month: - This field is maintained by the system.  It represents the average monthly quantity usage of this item year to date.

Year To Date Usage Cost: - This is the total cost of this item used this fiscal year.
Average Cost/Month: - This field is maintained by the system.  It represents the average monthly dollar amount of usage for this item year to date.

Monthly Usage 1 to 12 - This shows the final usage quantity at month end for each month in the current year.  If the fiscal year end was just run, all of these fields are zero.  Month 1 is the month in which the fiscal year begins.  Therefor, if the fiscal year begins March 1, then Month 1 is March and Month 12 is February.

Receipts
When the year end close is performed, the system initializes receipts (and usage) to zero for each month(1 to 12).  Throughout the month the system keeps the amount received in the Qty Received this Month field.  At month end the system updates the Monthly Receipts (1 to 12).  Suppose the fiscal year ends December 31, and the month end is run.  The Qty Received this Month is set to zero as well as the Monthly Receipts, 1 through 12.  Then 20 of this item is received.  The Qty Received this Month is now 20.  The quantity in Monthly Receipts 1 is still zero.  No more are received this month.  Then at the end of the month the month end is run.  The Qty Received this Month is now 0, however the Monthly Receipts for month 1 is now 20.
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Quantity Received This Month: - The system updates the quantity received this month field.

Quantity Last Received: - This is the quantity received the last time this item was received.  (Maintained by the system.)
Date Last Received: - The system updates the date received field.

Monthly Receipts 1 to 12 - This is the balance quantity received at month end for each month.  Month one is the month that the fiscal year starts.  

Variance
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Monthly Variance 1 to 12 - Each month the system will create an estimate of what it thinks the usage will be for the month.  At the end of the month the system computes the difference between this estimated usage and the actual usage.  This is called the variance..

Miscellaneous
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Service Level: - This is the percent of time it is desired to have this item in stock when it is requested.  The default of 98% is displayed for this field. This is used for calculation of the Reorder Point and Safety Stock.  (The default can be changed in the configuration program. XE "Service Level"
Cycle Code: - (User Title 4) The cycle counting code is for physically counting inventory.  If the item is to be counted once a year in August the code is 08.  Type 08, and press <Enter>  Refer to program Enter Physical Count to cycle counts 2 or 3 times a year. XE "Cycle CD"
Backorder Maintenance  XE "Backorders:Maintenance" 
Backorders are created when a cost center orders more of an item than is in stock. The user has the option to backorder or to cancel the request.

The backorder maintenance program permits deletion or changes in backorders and/or the release of items to satisfy backorders.  It is possible to browse the file by stock number or by cost center.  The screen for the Backorder Maintenance program is listed below.
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Cost Center Maintenance

This program is used to provide for validation of the cost center for use with the transaction programs and maintains and prints month by month budget and usage information by cost center.  When this program is selected the following screen is displayed.

Note:  The title of this program may vary depending on the value of User Title 7 in the configuration program.  If User Title 7 is Store, this will read Store Maintenance.  If User Title 7 is Employee, this will read Employee Maintenance.

[image: image73.png]L —
L N—
I
Gonerall N\ Budget N\ Usage  \ Bepons/Ewen
e
D —
BUDGET vs. USAGE
» B et
Dollars Zi Amount

o0 | —— Actual Usage
T2 456769 BOE

Month

IR RIS R EYE





<Search>  - Click <Search> to search by cost center code, and the system will prompt for the beginning code.

<Add>  - Click <Add> to add a new cost center to the records.

<Update>  - Click <Update> to signal the system to edit the currently displayed cost center.

<Delete> - Click <Delete> to delete the current cost center.

<Save>  - <Save> is used after adding or editing a cost center to save the work. Click <Save>before <Exit>, or loose the changes.

<Exit>  - When finished browsing, adding, deleting, and editing the cost centers, click <Exit> to return to the main menu.

Browse Bar Usage -  XE "Browse Bar"  A browse bar on the bottom of the window can be used to move from cost center to cost center.  Below is an explanation of what each item on the browse bar does.

Cost Center Code - Enter the thirteen character code that uniquely identifies each cost center.

Cost Center Name - Enter the name of the cost center.  The name field can contain up to thirty three characters.
Cost Center Address Lines - Enter up to two lines of address for the cost center.  Cost center addresses are used to ship items issued to the cost center.

Cost Center City - Enter the city to be used when shipping goods to the cost center.  The city field can contain up to fifteen characters.
Cost Center State - Enter the state used in the shipping address when shipping goods to the cost center.  The state field can contain up to three characters.
Cost Center Zip Code - Enter the zip code used for the shipping address when shipping goods to the cost center.  The zip code can contain up to nine characters.
Tab Folder Usage - Notice the file folders on the Cost Center Maintenance screen.  Each of these file folders contains information about the cost center.  The information is broken down into four categories; General, Usage, Budget, and Options.  To view the data in each of these folders click on the tab with the appropriate label, and the information within that folder will be displayed.  In the following pages is a discussion of each of these folders.

General File Folder
The General file folder is visible in the screen shown above.  It is normally the first thing seen when entering the Cost Center Maintenance screen.  It contains a graph of Budget vs. Usage, as well as other information.

Reference: - This is the reference used in the batch transaction program.  Leave this field blank unless batch transactions will be used.  Do not confuse this field with the Reference (User Title 8) that denotes people within a cost center who are authorized to receive inventory items. XE "Cost Center:Batch Reference" 
Release Code: - This is the release code used in the batch transaction program.  Leave this field blank unless batch transactions will be used.. XE "Cost Center:Batch Release Code" 
Type Cost Center: - This six character field relates to groupings of cost centers for use in the Bill of Materials program.  Suppose there are several types of Cost Centers within your organization.  Some are departments that are manufacturers, sales departments, administrative, maintenance, and so on. It is possible to issue very different types of supplies to these departments.  The Type Cost Center field is used to group the cost centers so lists of what is normally issued to them can be created in the Bill of Materials program. Entries that might be seen here are Admin, Manuf, Maint, Sales, and so on. XE "Cost Center:Type Code" 
Budget File Folder
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Budget Graph - Notice the Budget By Month graph displayed on the file folder.  This graph shows month by month the budget for this cost center. XE "Cost Center:Budget Graph" 
Monthly Budget January to December - Edit the budget per month by changing the value for the appropriate month.  If the budget is the same for all 12 months, enter the budget amount in January, and press <F9> to transpose the value throughout the other months. XE "Cost Center:Monthly Budget" 
Usage File Folder
The amount expended each month (or usage) is maintained by the system, and updated each month when the Usage File Delete program is run.  It is possible to correct the expended amounts in this program, or manually put in starting values.
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Usage Graph - Notice the Usage By Month graph displayed on the file folder.  This graph shows on a month by month basis the usage dollars for this cost center. XE "Cost Center:Usage Graph" 
Monthly Usage January to December - Edit the usage per month by changing the value for the appropriate month.  If the usage is the same for all 12 months, enter the usage amount in January, press <F9>, and the value will be transposed throughout the other months of the year. XE "Cost Center:Monthly Usage" 
Options File Folder
The Options file folder contains utilities for printing various reports related to a cost center, such as budget and usage summaries, cost center information, and labels.  There is also a utility to export the cost center data to an ASCII file.
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To perform any of the operations shown, click the appropriate icon (descriptions are given).  If the budget reporting feature is being used, set the Cost Center Maintenance parameter in the configuration program to Y, to make sure nothing gets issued to a non-existent center.  Non-existent cost centers will be ignored during month end processing, so that the grand total expended on the budget summary report will not equal the grand total issued.

There is no facility to change the cost center code.  If this is necessary, select Print Edit List to print the record.  Delete it, and set it back up with the new code, re-keying all of the data.

Reference MaintenanceXE "Verify Reference"

 XE "Reference Maintenance"
If the Verify Reference option in the configuration program is set to Y, enter a list of all the valid references using the Verify Reference program in the File Maint. sub-menu.  Select this program, and the following screen is displayed.
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To add a new reference to the list scroll to the end and position the cursor on the first blank line.  Begin entering reference codes and names.  When finished click <Save> to save the additions.

To edit an existing reference, scroll to the reference and type over the old value with the new one.  When finished, click <Save> to save the changes.

To delete a reference from the list highlight the item by clicking it and click <Delete>. 

Bill of Materials UpdateXE "Bill of Materials"

XE "Update Bill of Materials"
The Bill of Materials Update screen is used to create a bill of materials for various types of  cost centers.  The bill of materials is issued to a specific cost center.
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Enter the Type Cost Center code, and press <Enter>.   If the code is unknown, click the down arrow to the right of the field to display a list of all the cost centers and their corresponding type codes.  Click one of the cost centers with the code to be viewed, and press <Enter>.  A list of all the stock items on the bill of materials for this type code will be displayed.

To Edit an item in the Bill of Materials ...
Click to the left of the item to be edited to highlight the item, and click <Update>.  A box appears beneath the list containing the selected item.  Edit the description and the quantity.  While on the quantity field press <Enter> to save the changes.  

To Delete an item in the Bill of Materials …

Click to the left of the item to be deleted from the list, and click <Delete>.  The system confirms the deletion.  Click <Yes>, and the item will be deleted from the list.  Click <No> to cancel deleting the item.
To Add a new Item to the Bill of Materials ...

Click <Add>, and a box appears beneath the materials list containing the stock number, descriptions, and quantity to issue fields. Fill in the stock number, and press <Enter> to move to the quantity field.  The description field will be filled in automatically.  Enter the quantity of this stock item to be issued, press <Enter>, and the item will be added to the bill of materials.  If the stock number of the item to be added is unknown, click the down arrow to the right of the field for a list of stock items and descriptions to appear.  Select the wanted item from the list by clicking on it and press <Enter>.

To Process a Bill of Materials ...

Click <Gen. Pick/Pack List>, and the Generate Pick/Pack List for Cost Center screen appears.
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Fill in the Cost Center code to be issued the bill of materials and the reference code.  Click <Okay> to begin processing.  A report will be printed telling how much of each item was issued and how much was placed on backorder.  Make sure the printer is on-line and has plenty of paper.  To cancel without processing and return to the Bill of Materials Update screen, click <Cancel>.

Reports Sub-Menu
Pick/Pack List XE "Reports:Pick/Pack List" 

 XE "Pick List" 

 XE "Pack List" 
All of the items that have been issued since the last pick list are sorted by location and printed on a pick list.  This makes it easy to walk through the stockroom and pick up a group of issue requests.  When this program is selected, the following screen is displayed.

[image: image80.png]PRINT PICK/PACK LIST OPTIONS

Pick List Pack List
X Print Pick List X Print Pack List
X Include Backorders.
Sort Dptions. Sort Dptions.
© By Location © By Cost Center
O By Stock ltem O By Reference.
X New Page for each Location X New Page for each Cost Center

save gotions |||t | [[puter sotun Ext





Picking tickets can be sorted by cost center, by location, or by stock code.  

Pack Lists can be printed sorted by cost center(TTL7) or reference(TTL8).  One of the available options is to include a list of all current backorders for each cost center getting a packing list

Audit Trail ReportXE "Audit Trail Report" XE "Reports:Audit Trail" 
When an inventory transaction is entered(either adding an item to inventory or removing an item), the system generates a transaction record and stores it on file until the Audit Trail Report is deleted.  Adjustments made directly to Total Cost or On Hand Quantity using the inventory file maintenance program are also included in this file.  When this program is run, the following screen is displayed.
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This program does not update any file, but it is necessary to run it periodically with Audit Trail Delete.  Audit Trail Delete deletes all the old transaction records to allow room for more transaction records.  The records are accumulated on a disk file and should be printed and deleted monthly or weekly.

The report generated by this program is a list normally sorted in entry order.  Options to sort on stock number and cost center are also offered.  The report includes the cost center number associated with items transferred out of inventory, and its principal purpose is for use as an audit trail.  File the printed copy of the report with other transactions reports for later reference to trace the activities of a particular inventory item.

The user may print the Audit Trail Report at any time.  The report can be run multiple times if the user needs information sorted more than one way.  After a satisfactory report has been printed, use the Audit Trail Delete program to delete the audit trail file.
Multi-Month Usage SummaryXE "Multi-Month Usage"

 XE "Reports:Multi-Month Usage" 
This program is used periodically to print the total usage of inventory items by cost center.  The usage report is sorted and sub-totaled by inventory type, and a summary report is also printed.  After a satisfactory report is produced, use Usage File Delete to delete the usage file.
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It is possible to print usage for a single day within the current month, the entire current month, or a range of dates. It is also possible to sort the report by stock number (with/without a new page for each stock number) or to sort by cost center (with/without a new page for each stock number).  Usage reports may be printed for a single cost center

Long Term Usage HistoryXE "Long Term History"
This program is used to save and print the usage history by stock number/cost center.  This file will be empty until the first month is completed and the detailed usage file is deleted using Usage File Delete.  Information is saved into the long term usage history file before deleting from the monthly usage file.
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List BackordersXE "List Backorders"
It is possible to print a list of items currently on backorder by user, by cost center, or by stock number.  The report can be viewed on screen or printed.
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Detailed Balancing ReportXE "Reports:Detailed Balancing Report"
This is a rigorous balancing report that starts with the beginning balances (cost and quantity) for every item on file, lists all transactions, and prints the ending balances.  If there is a difference between calculated balance and actual balance, an error message is printed.  Items which had no transactions are also listed.  Since this is a very long report, it is not advisable to print it unless there is a specific need for it.
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Browse Inventory Usage XE "Usage"

 XE "Reports:Usage Browse" 
The user may browse the current usage file by cost center or by stock number.  This is useful to confirm issuance of a particular item, or the filling of a request for a particular cost center.  System prompts give direction on how to implement this program.  The report can be viewed on screen or printed if a copy is needed.
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Summary Browse Master File
This program allows entry of a partial stock number, and displays or prints stock numbers, short descriptions, quantity on hand, and issue units.
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Custom Reports

If you select [Reports] and [Custom Reports] from the main menu the screen shown below will appear.  The report writer is used to design, modify, and process custom reports.  In the following sections you will learn how to design, modify, and process reports using the report writer.  At the end of this section, we go through the process of creating a reorder report, step by step.  If you follow along you will learn the processes well enough to experiment with other reports on your own, and become proficient with the custom reportwriter.
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Figure 3.1.1
Opening a Previously created Layout

The report writer comes with several sample reports that you can use as a basis for printing reports until you become familiar enough with the report writer to design your own reports.  To print one of these reports from the reportwriter, select [File] and [Open Layout] and an open file dialog will appear as shown below.
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Figure 3.2.1
You will notice that the open dialog will start off in the Stockroom program directory (that is the directory on your stand-alone computer or on your server in which you install Stockroom).  This is where the sample reports sent out with Stockroom are located.  You will notice that the system is looking for files with an extension of REP.  All reports created with the report writer will have an extension of REP.

Notice that there are three files listed in your program directory with an extension of REP (REORDER1.REP, CATALOG1.REP, AND CATALOG2.REP).  These reports embody the reports that you will most likely need to print for the Stockroom System.

CATALOG1 and CATALOG2 are listings of all items on the master file, sorted by stock number and description, respectively.  REORDER1 is a listing of all items at or below their reorder point, but which are not already on order.

For our example, let’s print CATALOG1.REP.  Double-click on the CATALOG1.REP file, or single-click and then click [image: image90.png]


.  You will return to the report writer screen and in the white area of the screen, called the report layout area, you will see several boxes with text in them.  The layout area will look something like shown below.
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Figure 3.2.2
Now to actually process this report, select [File] and [Process Report].  A status bar will appear so that you can monitor the report and determine that the report is still running.  Also, if you process your report and then realize you weren’t ready to process, you can click [Cancel Report] and the report will quit processing.  It will print whatever it has sent to the printer prior to canceling, however.
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figure 3.3.3
When it is done, your printer will begin to print the report.  Before processing the report make sure that your printer is on-line and has plenty of paper in it.

In the following sections you will learn how to modify the report layout of CATALOG1.REP, how to create queried reports (that is reports that only show a specific group of data), and how to change the output type of the report.  By output type we mean whether the report prints to the printer, is displayed to the screen, or saved to various data file formats.

Changing the Query to get the data you want

Let us suppose that you wish to print the CATALOG1 List Report for items which include the word PAPER in the description.  This will pickup paper clips, as well as copy paper and wrapping paper.  This is a trivial case, of course, but we are using it to demonstrate the power of the reportwriter.  To do this, you create what is called a query.  Select [Edit] and [Record Query] and the screen shown below will appear.
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Figure 3.4.1
Building a query does not change what the finished report looks like it only changes what information is actually printed on the report.  For example, in the previous exercise, “Opening an existing Report Layout”, we did not create a query.  Therefore, when we printed the report we got all items on file.  Creating a query will give you only those items that meet certain criteria that you specify.  What is this criteria?  Well that depends on what it is you actually want from the report.

Let’s take our “Only items whose description contains the word paper” query.  You don’t want every item on file, you only want those relating to paper.  Of course, the computer doesn’t understand English, so it won’t know what you are talking about if you say (or type) “Give me only items with paper in the description”.  So we have to translate this statement into something that the computer can understand.  In a language the computer can understand, we would say “Description LIKE ‘*PAPER*’.

Description Query Field
The ‘Description’ part of the query is called the ‘Query Field’, that is to say that it is the actual name of the field in the database file about which you are making an inquiry.  There is any easy way of knowing what the Query Field should be.  There is a list on the upper left side of the screen that contains all the valid values for the Query Field.  You can only select from this list.  If you click the plus sign to the left of the STOCK# caption, STOCK# table will open up and you will see another list of all the possible Query Fields for the STOCK# table.  The list is alphabetical.  Scroll down until you see ‘STOCK # Description’ and click it.  You will then see STOCK # Description appear in the box labeled “Query Field” below the list of query fields.

Like Operation
Now let’s examine the “Like” portion of the query.  Like says that the value of the deceased name field is similar to some value.  Why like as opposed to equal to (=)?  Because in the actual data file, the description is stored as “copy paper”, or “paper clips”, not just paper.  If you say STOCK# Description = Paper, you wouldn’t get anything on your report unless you just happened to have entered a description of just Paper.  For this reason we use LIKE.

The LIKE portion of the query is called the operation.  There are several different types of operations.  Operations are logical expressions such as comparisons.  There is a drop-down list for the operations field that you can use to select valid type operations.  Click the drop-down list and scroll down to the bottom of the list until you see Like.  Click LIKE and it will appear in the operations box.

For Reference, symbols in the drop down list of operations are




=
equal to




>=
greater than or equal to




<=
less than or equal to




< >
not equal to




<
less than




>
greater than

‘*Paper*’ Value
The ‘*Paper*’ portion of the query is the value, for which to search.  Why did we insert star (*) before and after paper?  The star (*) is called a wild card and says “I don’t care what comes before the paper or what comes after paper as long as there is a paper somewhere in the description field, we want to see it on the report.”  If we did not put the stars (*) before and after paper, we would only get Descriptions entered as just Paper.  Similar to when using the equal (=) operation.

Always use a Join 

Logical joins are used when you are creating a query with more than one inquiry.  For example, I may want the report to print all items containing the word paper that are purchased from the vendor “Ace Paper”.  Even in English, if you have more than one criteria for your inquiry, you will have a join.  In English, the join is the AND part and the OR part of the sentence.  In the report writer, even if you have no intentions of having more than one criteria, you must always select a join.  The join for doing a single criteria query should always be AND.  Click the drop-down button to the right of the Join field and click  AND.  AND will appear in the Join box.
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Once you have filled in all the boxes on the bottom left side of the screen, click [image: image95.png]


 on the button bar at the top of the screen.  The query will appear on the right side of the screen as “Like ‘*Paper*’”.  Click [image: image96.png]Save



 on the bottom of the screen to save your query and return to the report writer layout screen.  You can now process the report and you will see that only items whose description has paper in it printed.  If you don’t have any items with paper, then the system will tell you that there are no records to print.
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The screen below shows the result.
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Getting the report to print to the Printer

As mentioned in the beginning of this chapter, the reportwriter has the capability to print to the printer, display to the screen, or save to various data file formats.  This is called the output type for the report.  The CATALOG1.REP is setup to print to the printer.  Let’s suppose, that you want to view the data on the screen so that you don’t waste paper.  This is very useful if you are designing a report and aren’t sure what it will look like, or if you are creating queries and aren’t sure you are doing them correctly, and want to check them before you send a 50 page report to the printer.

To change the output type select [Edit] and [Report Options] and the following screen will appear.
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Figure 3.5.1
Take note of the “Output Type” tab that is displayed.  This is where you change the output type.  Notice the various output types available range from printing to the printer, display to screen, CSV merges, Word for Windows merges, WordPerfect merges, or exporting to various versions of Microsoft Access.

To change the output type, simply click the one you want to use.  Click [image: image100.png]


 to return to the report writer layout screen and save any changes you’ve made to the report options screen.

If you display on screen, you should always click the option to use Courier New Font, to make the layout work properly.

Changing the sort order of the report

The sort order of the CATALOG1.REP report is Description.  If you want to change this order, let’s say to sort by stock number, you would first have to remove the primary sort specifications from the Description.  To do this, right click the description box on the report writer layout screen and the screen shown below will appear.  Since description is the primary sort, there will be a check mark in the “Primary Sort” check box.  Uncheck the “Primary Sort” box and click [image: image101.png]


 to return to the report writer layout screen.
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Figure 3.6.1
Now, right click the “Stock Number” box and click the “Primary Sort” box.  Click  [image: image103.png]


 to save the sort option and return to the report writer layout screen.

You can process the report you will see that it is now sorted by Stock Number

Changing the paper size of the report

The CATALOG1.REP report is designed to print on 8 ½ by 11 paper.  Suppose you want to print the report on a different size paper.  Suppose that you want to add some more information to the report such as date of last activity, vendor code, and usage in the month of October.  There is not enough room on an 8 ½ by 11 sheet of paper to fit all that data on one line.  So one way to handle this problem is to use a larger size paper.  The other is to change the orientation of your printer so that it prints in landscape.  We will discuss how to change the printer orientation in the next exercise.  In this exercise we will talk about how to change the paper size.

You recall in the exercise “Changing the report to display to the screen” the Report Options screen.  We use the same screen in this exercise.  Select [Edit] and [Report Options] and the report options screen will appear.  This time we will locate the tab folder with the caption “Paper Size” and click on it.  The Paper Size folder will appear as shown below.
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figure 3.7.1
You will notice that there are 18 different paper sizes programmed into the system that you may select from.  Select the paper size you want by clicking the circle to the left of the paper size that you want.  The circle will be colored in black.  For our example, click the “Ledger, 17 x 11” size paper.  Click [image: image105.png]


 at the bottom of the screen to save your changes to the report options and return to the report writer layout screen.

When you return to the report writer layout screen, the layout screen won’t look much different than it did before.  Take notice of the horizontal scroll bar beneath the layout region of the screen.  Click the arrow pointing right and scroll over as far as you can.  You will notice the boxes on the screen will move left as you scroll.  You will also notice that there is plenty of space to the right of the boxes that are already on the screen to place more data.

Changing the Printer Orientation

You may recall in the previous exercise, we mentioned that another way to handle the problem of not having enough space on a page to insert more data on the report is to change the orientation of the printer.  There are two orientations that printers can use when printing, landscape and portrait.  When you specify the size of a piece of paper you have two dimensions.  For example, 8 ½ by 11 or 11 by 17.  The first number in the dimension specifies the width of the paper and the second the height.  This is how a printer prints when in portrait mode.  If you change the printer mode to landscape, the printer will use the first number as the height and the second number as the width.  In essence, it will print the paper sideways.

Notice the upper region of the report writer layout screen.  There are several buttons.  Some of these buttons probably look familiar to you if you have used a word processor such as Word for Windows.   The purpose of the two buttons on the right side of the screen is to change the printer orientation.

[image: image106.png]



Figure 3.8.1
The button on the right is the portrait mode button.  Notice the picture of the paper is longer than it is wide.  The button on the left is the landscape mode button.  Notice the picture of the paper is wider than it is long.  In the diagram above the portrait mode button is depressed.  If you click the landscape mode button it would become depressed and the portrait mode button would become not depressed.  Only one printer mode button can be depressed at a time.

Inserting data on the report

In the previous exercise we talked about inserting more data on the CATALOG1.REP report, but we never actually showed you how this was done.  In the next section we will show you how to insert Units and Location on the report.

To do this select [Insert] and [Data Fields] from the menu on the report writer layout screen.  Select the STOCK# table (this may be named catalog #, or some other title in your system, depending on what you called this field in your configuration.  The following screen will appear.
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Figure 3.9.1

When you first select this option, you will see 12 items in the list structure; indicating the tables containing data which is available to the reportwriter.  The STOCK# table opens up and shows an alphabetical list of all the data available for the STOCK# table.  Scroll through the list until you see Issue units.  When you click the field, a box will appear on the report writer layout screen. You may not be able to see the box right now since the “Insert/Remove Data Field” screen is obscuring your view of the layout screen, but you will see it later.  You may move to the Insert/Remove Data Field Window out of the way by clicking the caption bar at the top of the window and dragging it to the side.  Scroll down again and select location code .  Click [image: image108.png]


 to return to the layout screen.  You will need to scroll right to see the fields but you will see two new boxes somewhere on the screen as shown below.  If they are no in the proper location, use the mouse to drag/drop them just to the right of Last Unit Cost.
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Figure 3.9.2
Notice that there are no column headings above the new fields.  In the next exercise we will discuss inserting column headings.  If you did not do the exercise “Change the paper Size of the Report” the fields may not have come out positioned as they did for us.  In the report above we are using a paper size of 17 by 11.  The report writer will append the new fields to the end of those already on the report until you run out of paper space.  Then it will move the new fields to the next line all the way to the left.

If this happened to you, go back and do read the exercise on changing the paper size and set your paper size to 17 by 11.  Then read the exercise on “Positioning text and data on the report” to learn how to move the data boxes back up to the same line as stock #.

Inserting Column Headings on the Report

In the previous exercise we inserted data on the report.  We did not insert column headings for the new data.  In this exercise we’ll insert column headings for the Units and Location fields that we inserted in the last exercise.

To do this from the report writer layout menu, select [Insert] and [Text Fields] and the following screen will appear.  There will already be several items in the list at the top of the screen,  consisting of the  text that is already on the report.
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Figure 3.10.1
Click [image: image111.png]


 to signal to the system that you want to add a new text field to the report.
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Figure 3.10.2
Click the “Page Heading Text” option.  The page heading text option indicates that you want this text to print once at the top of each page.  Normal Text would indicate that you want this text to print once for every record.  This is most commonly used in vertical style reports, not column style reports.
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Figure 3.10.3
Type in the text that you want to appear above the Units field.  Type Units and then click [image: image114.png]


.  The system will add a box labeled Units to the layout screen.  You may not be able to see the box now since the “Insert/Remove Text Fields” screen is obscuring your view of the report writer layout screen.  We will take a look at the new boxes later.  Repeat the above instructions for Location.
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Click [image: image116.png]


 to return to the report writer layout screen.  You may have to scroll around the screen a little to find the new boxes.  When we did this, our boxes appeared directly to the right of the Page #.  The boxes are by default displayed in dark blue bold font.
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If they appear in a magenta bold font, you probably forgot to click the “Page Heading Text” option.  To correct this, select [Insert] and [Text Fields] again.  In the list on the top of the screen locate the text that is the wrong color.  Click it so that it is highlighted in blue and click [image: image118.png]


.  The text and the type of text properties will appear.  You can click “Page Heading Text” now and then click [image: image119.png]


 to return to the report writer layout screen.  Locate the box that had the incorrect color, and it should now be a dark blue bold font.

Center the boxes for Units and Location above the appropriate data field.  To do this, left click the box that you want to move and hold the mouse button down.  Drag your mouse.  As you drag your mouse you will see a light gray silhouette of the box shadowing your mouse.  This silhouette represents where the box will appear if you release the box by letting up on the mouse.  When the silhouette is center above its corresponding field, let it go.  
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You will notice that the other column headings are underlined.  In the exercise “Changing the Font” you will learn how to change the font type, size, color, bold, underline, and italic features of text and data.  You will also learn to center or right/left justify text and data.

Changing the Font

In the following exercise we will discuss how to change various font properties of your text and data fields.  This is very helpful in giving your reports a more professional look.

Changing Font Name and Size
The CATALOG1.REP report was created primarily with a “Times New Roman” font.  You may not like this font and may decide that you would rather have this report print in “Arial” font instead.  To change the font for a text or data field, left click the field with your mouse (nothing will happen, this is just to let the system know that this is the field you want to work with).  Then select [Edit] and [Font] from the report writer layout menu.  The screen shown below will appear.
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Figure 3.11.1
In the list box beneath the “Font:” caption is a list of all the available fonts you have on your machine.  You may use any of the fonts available.  Scroll through the list until you find the “Arial” font.  The list is organized alphabetically.  Therefore, Arial should be close to the top of the list.  Click “Arial” and it will appear in the box directly beneath the “Font:” caption.  

Notice that you can also change the font to bold and italic here.  Don’t do it just yet we will show you an easier way to change this later.  Click [image: image122.png]


 to accept the new font and return to the report writer layout screen.  If you do not want to change the font to Arial, you can click [image: image123.png]


 button to return.

Changing the font bold, italic, and underline
In the previous section, we said we would show you an easier way to change the font to bold, italic, and underline of a data or text field.  On the top portion of the layout screen, locate the buttons shown below.
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figure 3.11.2
Clicking the first button, the [image: image125.png]


 button, will cause the current field to be set in bold.  The second button, the [image: image126.png]


 button, will cause the current field to be set in italic.  The third button, the [image: image127.png]


 button, will cause the current field to be set in underline.  You can use any combination of these three buttons.

To test this, left click the Units column heading we inserted on the report in the “Inserting Column Headings” exercise.  Then click the [image: image128.png]


 button.  You will see the column heading become underlined.  Repeat this for the Location column heading.

Changing the font foreground color and background color
There are 16 colors you can choose when changing the foreground and background color of your report.  If your printer doesn’t support color, it will still print the color in its equivalent gray scale.  Whatever colors you select, you should make sure that the foreground and background color of the field contrast each other, otherwise you probably won’t be able to read the report.  If you have difficulty reading it on the screen, you probably won’t be able to read the printed report either.

The foreground color is the color of the letters themselves.  For example, on the column headings of our CATALOG1.REP, the foreground color for these fields is the dark blue.

The background color is the color behind the letters.  All the data on our report uses a white background.  If you change the background of the column headings to light gray, the column headings would Appear in a light gray box as shown below.
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To change the foreground and background color you will notice on the report writer layout screen, above the layout area to the far left, as series of buttons and color panels.  This region of the screen is pictured below.

[image: image130.png]



Figure 3.11.4
The [B] button is used if you want to change the background color.  The [F] button is used if you want to change the foreground color.  Notice in the diagram above the foreground button is already suppressed.  You do not have to click the button unless it isn’t suppressed and you want to change that property.

Let’s suppose we want to change the foreground of the Date field to dark red.  Left click the “DATE:” text field with your mouse, and then click the dark red color swatch.  We did not have to click the [F] button because it is already suppressed.  If we decide that we want the background color of the “DATE:” text field to print in light gray, we would have to click the [B] button and then click the light gray swatch.

Positioning Data and Text on the Report

To move a data or text field in the layout, left click on the box that you want to move and hold the mouse button down.  Drag your mouse.  As you drag your mouse you will see a light gray silhouette of the box shadowing your mouse as shown in the picture below when we try to move the Location text box.

This silhouette represents where the box will appear if you release the box by letting up on the mouse.  When the silhouette is located where you want the box to be positioned, let it go.

You will see that the box will move to exactly where the silhouette was when you let up on the mouse. Keep in mind when building reports that the positioning of text and data on the layout during inserting data and text is random.  The system tries to guess where you want it, but it has no sense of taste.  You should move the data and text to make the report more appealing to the eye and easier to read.

Saving your changes

In the past couple of exercises we have made a lot of changes to the CATALOG1.REP report.  If you wish to save these changes so that later today or next month you can use the report writer to open this report layout as a previously created report, select [File] and [Save Report Layout As…].  The following screen will appear.
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Figure 3.13.1
This is a standard save file dialog.  It will allow you to move through the Windows folders and save the file to any name you want.  We could, if we wished, save our changes to the CATALOG1.REP that we started with.  We don’t want to do this, however, because doing so would overwrite the original CATALOG1.REP with our modifications and we would not be able to print it.  We would recommend that you save your new report to a file called CATALOG3.REP.  To do this type CATALOG3.REP in the “File name:” box.  Click [image: image132.png]


 and the system will save your report to the file CATALOG3.REP.  You will return to the report writer layout screen and the system will prompt you with a message letting you know that the save was successful.  Click [image: image133.png]


 and you can continue experimenting with the CATALOG3.REP.

If you’ve had enough for one day, and you want to finish the exercises later, you can exit the report writer by selecting [File] and [Exit].  At a later time, you can open CATALOG3.REP, just as you opened CATALOG1.REP in the first exercise, and process or make further changes to the report.

Resizing Data Fields
It is often the case, particularly with large data fields, such as description, vendor, total cost, and so on, that the actually data might be only 20 or 25 characters long but the field allows for as many as 30 characters.  If you don’t use all 30 characters, then it is a waste of space on your report to have your data field take up 30 characters.  You can decrease the size of the data by resizing the data field box on the layout screen.

To do this, move your cursor to the right edge of the box.  You will notice that as your mouse moves over the right edge, the mouse pointer changes from a pointer to a right and left arrow.  Deppress your left mouse button and drag your mouse to the right to make the box bigger or to the left to make the box smaller.  Release when the box is the size you want it to be.

A word of warning when resizing fields, if you have a description that actually uses the full 30 characters and you resize the data field to 25 characters, the last 5 characters will not print on the report.  The data will be cut short.

If the data field runs over the edge of the screen or paper, you might have to move the field over to the left until you can see the right edge of the box.  Then make the box smaller and move the box back to the right so you can see the whole box on your label again.

Building a Reorder Report with the FCC STOCKROOM Custom ReportWriter


This tutorial shows you the step by step process for creating a reorder report.  By following along, you will learn to use the reportwriter, and can begin to experiment with other reports that you need for your operations.


First, on the main menu, select [Reports], then [Custom Reports]
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The grid for building a report will appear.  Select [Insert].
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Then select [Data Fields], then select STOCK # as shown below.  Note, that on your screen, stock # might say part #, catalog #, etc.  The display will be named whatever title you are using for stock number.
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Click the plus mark to the left of Stock # to display the list of fields available from the Stock # table, and use the down arrow on the right scroll bar to scroll down to Stock #
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Position the cursor on Stock #, and left click.  Note that Stock # now appears in the upper left of the grid.  
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Position the cursor on the blue caption bar that reads Insert/Remove Data Field and press down on the left mouse button and drag this window down so you can see the top of the grid.  Now, from the list of Fields, click Stock # Description, Quantity on Hand, Reorder Point, and Reorder Quantity, then click Done.


We will now shorten the fields to make them small enough to fit on screen.  Depending on your application, you may not be able to do this, but, for example, if you are only using 6 characters of the stock number, you may wish to shorten that field.  Position the cursor on the right edge of the box containing Stock #, and a double arrow will appear.  Press the left mouse button, and drag the edge of the box to the left to make it smaller.  Do likewise for the quantity on hand, reorder point, and reorder quantity.  Note that you will have to use the horizontal scroll bar on the bottom of the screen to see the reorder quantity.  Now, position the cursor in the middle of each box and move it to the left to fill up the space freed up by shortening the fields.  The display should now look something like this

[image: image139.png]



Now right click quantity on hand, and then click the right justify button [image: image140.bmp], and repeat for reorder point and reorder quantity.  This makes the numbers align to the right in each column.


Now left click in the middle of each box and drag it down to the fifth row on the grid, as shown below

[image: image141.png]




Now, click [Insert] [Text Files] and click the [New] button.  Then click the radio button for page heading text, and type Reorder Report in the text box, as shown below
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Click New again, to get to Page heading text, and type STOCK Number, or put in whatever words you use to identify each item, such as part number, or catalog number, or whatever.  Click Add.  The click New, click Page Heading, type Description, and click Add.  Click New, click page Heading, type On Hand, and click Add.  Click New, click Page Heading, type Reorder Pt, and click Add.

Click New, click page heading, type Reorder Qty, and click Add and the Insert/Remove box will look like this
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Click Exit.


Use the mouse to drag/drop the text into their proper locations, as shown below.
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Click Insert, Data Fields, scroll to Date/Time/Page and click the plus mark to the left of Date/Time/Page.  Click Date Month dd yyyy, and page #, and click done.
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Drag drop the date box to the upper left and page # to the upper right, as shown below
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Click insert, text fields, New, page heading text, and type Page: and click Add.  Click Exit.  Move Page: to just in front of the page # data field, as shown 
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We are going to sort by stock number, so right click in the stock # box, click primary sort, and click done
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Our next step is to limit the report to just those items that are at or below their reorder point, which are not already on order.  To do this, click Edit, Report Query, click Stock #, or the equivalent name in your list, and the fields for query will appear.

[image: image149.png]Hew | _bdd> | _<cEdi | <Deletes|  Up | Down |
= STocK R el
TstVendor Code. =
TatVendar Pice
2nd VendorCode
2nd Vendor Pics
St Vandor Code
S Vandor Pics
Backorde Oy -
Qe Field
Opetion [ 3]
Ve
[ e—|
LoadfomFile | Savetofile Save Exit





Scroll to Low Stock Flag, and click.  Next click the arrow at the right of the operation box, and select = as shown
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for value, type True, and select AND for the join 
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Click Add >>

Next we will exclude items already on order.  Scroll to On Order Qty, and click.  Then select operation =, for value type zero, and for JOIN, select AND, and click ADD>>
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Click [Save]


Now, click [File] [Save As], and type REORDER.REP for the name of this report, and click [Save]
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Next, click [File] [Process Report]

Our next exercise will be to modify the report.  We are going to add the vendor code to the report, and sort by vendor to make it easier to reorder those items.  From the main menu, select Custom Reports, then select [File (Open Layout)], and select REORDER.REP, and the report layout will appear.
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Click Insert Data Fields, Stock #, and click 1st Vendor Code as shown
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Click Done

Move the vendor data box to the right of Reorder Quantity if necessary.

Now click [Insert] [Text Fields], and click New, click Page Heading text, type Vendor, click Add, and click [Exit].  Locate the column-heading Vendor, and move it to above the vendor data, as shown
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To change the sort, right click the stock number data box, and unclick primary sort, and click secondary sort
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We are going to set the vendor code as primary sort next, but the above operation tells the system that within a group of items that all have the same vendor code, you wish to sort by stock number, i.e., the secondary sort.

Click Done

Then, right click the 1st Vendor Code data box, and click primary sort, and click done.

Click [File], [Save Layout], and click OK.

Next click File, Process Report.

Next, we will illustrate a cosmetic change to the report.


When we put in the column heading for reorder point, we typed Reorder pt instead of Reorder Pt.  To correct this, click [insert] [Text Fields], and highlight Reorderpt, then click [Edit]

Make the correction in the text box, and click [Add], 

[image: image158.png]Freorder Fepart
Page:

Stack Number
Desciption
0n Hand

Fieorder Oty
Vendar

Tett  [Reorder it

@ Page Heading Text
€ Nomal Test

e | e | pee | [ Ada | et |




and then click [Exit].  The new column heading will appear
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Click [File] [Save Layout].

Graph Use/Var/RecXE "Graphs"
This program is used to create graphs of usage, variance, and receipts per month for a particular stock number

This is an example of what the graph looks like.  View the graph on the screen or print the graph on the printer.
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Graph Usage/BudgetXE "Graphs"
This program is used to print and display graphs of usage for a cost center, budget for a cost center, and budget vs. usage for a cost center.  Below are some examples of budget and usage graphs.
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Budget Graph
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Month EndXE "Monthend"
Month end processing includes running the following three programs.  The three programs may be run in any order.

Usage File DeleteXE "Delete Usage File"

XE "Usage File"
The user may save a copy of the usage file by answering Y to the first prompt.  A copy of the current usage file is reformatted to an ASCII file with quotes and commas separating fields, so it can be accessed with database management software.

It is possible to select to include the Remarks field from the inventory master file on the off loaded file.  The user may also elect to append this month's file to an XE "Exporting Usage File"existing file, or start a new file.  If the append option is used, make sure there is a backup of the file being appended.  If there is a power failure while adding to an ASCII sequential file, the program cannot restart a new file, it is impossible to start over when the power returns. 

The procedure for saving and analyzing the data are up to the individual user.

After a satisfactory Usage Report is printed using the Multi-month Usage Summary program, the usage file can be deleted to start another cycle.  If saving long term history is being saved, this program transfers the information from the current month into the long-term history file.

Audit File DeleteXE "Delete Audit File"

XE "Audit Trail File"
After a satisfactory listing of the audit trail (using the Audit Trail Report program) has been printed, select this program to delete the file and get ready for more transactions.  It is also possible to save an ASCII file (quotes and commas) with all of the receipts of inventory.  Issues are saved in the usage file delete program.

Close out MonthXE "Close Out Month"
This selection updates the month-by-month usage and month-by-month receipts in the inventory master file, as shown by selecting the Variance, Usage, or Receipts tabs from the Maint. Operations screen.  This program sets the monthly receipts for the coming month to zero, so the file will properly reflect only the current month's activity.  The fields, Month Usage Quantity and Quantity Received are also set to zero.

System Sub MenuXE "System"
The programs in the System sub-menu are used for performing such tasks as system maintenance, including resetting the network, repairing damaged files, configuring the system, changing the user password, and exiting the stockroom inventory system.

Change User PasswordXE "Password"

XE "Changing your Password"
This program is used to change a users password.  First enter your current password, and hit <Enter>.  Then enter the desired new password, and hit <Enter>.  The system asks the user to enter the new password again.
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Configuration XE "Configuration" 

 XE "Setting Up Your System" 
There are three fields which cannot be changed after data has been entered, decide before entering any data the choice for these options.  If the demo is being used, these configure options are not available since the demo is distributed with sample data in it.  These fields are Right Justify Stock Flag, Multiple Locations Flag, Cost Method Flag.  Any other field in the configuration may be changed as often as needed.
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The configuration data is organized into seven file folders.  To move from one folder to another, click the tab for the desired folder, and the information in that folder will be displayed.  Following is a discussion of each of these folders and the information in the folder.

Company Information

The company information folder contains information such as your company name, address, phone, and fax number.

Company Name: - Enter your Company Name here.  The company name field can contain up to forty characters.
Company Address Lines 1 to 3 - Enter up to three lines of address for your company.  Each line can contain up to forty characters.

Phone Number: - Enter your company phone number.  The phone number can contain up to fourteen characters, allowing for separating dashes and area codes.
Fax Number: - Enter your company fax number.  The fax number can contain up to fourteen characters, allowing for separating dashes and area codes.
General
The general tab contains miscellaneous configuration options such as whether a network is being used, right justify stock, whether multiple locations are being used, and cost method used throughout the system.
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Cost Method: - This is the method used for determining cost for the inventory file.  The number of levels kept for LIFO and FIFO costing is not limited.  If in doubt, use average.  This reduces the processing time and disk space requirements.

LIFO = Last In, First Out

FIFO = First In, First Out

AVERAGE = This method takes the average of all purchases for a particular item.

Decimal Places Quantities: -  XE "Decimal Positions:Quantity" This field specifies how the system reports fractional quantities. It is possible to have 1000 boxes of paper or 1000.362 boxes.  Decimal positions of 0, 1, 2, or 3 may be specified.

Decimal Places Cost: -  XE "Decimal Places:Average Cost"All of the unit cost fields, such as last unit cost, average cost, etc. may be set to 2, 3, or 4 decimal positions for reporting.  This does not change the calculations since the system performs calculations in a fourteen-digit floating-point format.

System Networked - XE "Network"A Y in this field indicates that the system is networked, this means that multiple computers have access to the inventory files.

Right Justify Stock Numbers - The best choice for most applications is to leave this option unchecked.  Then set up all of the stock numbers with the same number of characters, e.g. H0001, A4632 etc. and not H1 and A4632.  If your stock codes are of varying lengths, check this option.

Use Canadian Date Format - XE "Dates:Canadian Format"

 XE "Dates:US Format" This parameter allows the display and entry of all dates in the European format (YYMMDD), instead of the United States format (MMDDYY).  Processing is not affected by this option.  Respond Y to use the U.S. format.

Store Stock in multiple locations - Select Y for multiple warehouse locations.  For single warehouse applications select N.  An Y indicates the same stock number will be kept in multiple warehouse locations, and each time an item is issued or received, the system will request its location.  This option should be selected only if there is a real need for it.  Its use increases disk space and processing time.  The purpose here is to handle the situation where the same item is stored in one or more locations, and each time an item is issued it is necessary to specify its location.

Verify Cost Center Code when Issuing -  XE "Verify Store" 

 XE "Verify Cost Center" 

 XE "Verify Department" If this field is checked the system will not allow an issue to a cost center which has not been set up in the Update Cost Center program in the File Maintenance sub-menu.

Verify Reference Code when Issuing - XE "Verify Reference"If this option is checked, the system requires a valid reference when issuing stock items.  The system will check to make sure  a name or reference code that is on file is entered.  To add a name or code to the file use the Verify Reference program.  If this option is checked, set up reference codes using Verify Reference program before issuing any items.

Month Fiscal Year Ends: - XE "Fiscal Year"To keep up with the year to date fields in the master file the system must know the date the fiscal year ends.  If your fiscal year ends September 30, enter 9 here.

Interface
The Interface folder contains options relating to interfacing the stockroom inventory system to other systems such as Purchase Order for Windows, Crystal Reports, and Portkey.
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Purchase Order Code: - This field determines if User Title 3 is to be used for the last purchase order number received for stock items.  Select Yes for this option, and the program will request the purchase order number each time an item is placed on order and save the number in the master inventory file.  Selecting No indicates that User Title 3 is being used for something other than Purchase Order Number.

Path to Purchase Order System? - If the companion FCC Purchase Order system for Windows is being used, enter the path to the system here.

Path to PortKey System? - Enter the Path to the PortKey system for Windows.  The Portkey system is a system used to read data from a tricoder (bar code reader).  If tricoders are being used in the warehouse to issue and receive stock or perform a physical inventory count, tell the system where the Portkey system that came with your tricoder is installed.  If tricoder was purchased from someone other than FCC or Worthington, contact FCC.  The tricoder may not be compatible with the Portkey system.

User Titles
There are eleven user-defined fields in the system. and their titles can be changed in the configuration program.  A user-defined field is a field used to enter data other than what is standard in the system.  Suppose the user wanted to enter the dimensions of the box that contains 50 diskettes to know how much warehouse space the item takes.  There is no field in the system for entering package dimensions.  Use one of the user defined fields to keep track of dimensions.  The first step is to determine how many characters are needed to save this information.  Think about how the data would be entered.  In this instance the data may be entered as 10 x 20 x 15.  That means at least 12 characters are needed to fit the dimensions in the field.  Next, look through the list of User Titles to find one that could be used to fit the data.  Then enter in the User Title a description of what the data is such as Dimensions.
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There are certain titles that have a specific purpose and are only User Titles because different companies may have different a terminology for what this item is.  It is possible to have a unique code that identifies all stock items.  This may be Stock Code, Stock Item, Item #, Product #, Product ID or anything.  Its purpose is to uniquely identify one inventory item from another.  Throughout this manual this inventory identifier is referred to as Stock #.

Another such field is the Cost Center field or User Title 7.  In some organizations this is called Department, Project, Cost Center, Store, Employee, and so on.  The purpose of the field is to identify the recipient of the issued item.  Throughout this manual this field is referred to as the Cost Center.  It is possible to keep a listing of the cost centers issued stock items and require the user to enter a cost center that is on file before issuing items.  This is done for security and to help prevent mistakes in which people enter invalid cost centers.  To do this, check the Verify Cost Center flag on the General tab.

Another field is Reference or User Title 8.  If the cost center field is project, store, department, or some group including more than one person, the system can identify who within the cost center was issued the item.  Common values for the field may be Reference, Requested By, Issued to, and so on.  Throughout this manual this field is referred to as the Reference field.  As with the cost center field, the system can require that the user enter a valid reference code before issuing stock.  

All other fields can be used for any purpose pertaining to information for the stock item.  They will appear on the Miscellaneous section of the File Maintenance screen, with the exception of User Title 10 and User Title 11 which appear on the header of the screen since they are most commonly used as extended descriptions of the stock item.

The section below details the length of these user titles, and gives some examples of their common usage.  The title for any of the fields can contain up to twelve characters.  Upper and lower case characters are permitted. 

User Title 1 - This twenty-character field is often used for Remarks.

User Title 2 - This nine-character field is often used for General Ledger Account or Type Code.

User Title 3 - This ten-character field is often used to keep track of the last purchase order number.  There is a flag on the Interface tab called Purchase Order Code that can have the system pull the purchase order number off the receive screens when an item is received and automatically update the inventory..

User Title 4 - This three-character field is often used to save the Cycle Code.

User Title 5 - This seven-character field is often used to save the Vendor Product Number.

User Title 6 - This fifteen-character field is used for the Stock Item Code.  Common values for the title are Stock Item, Stock #, Item #, Product #, and so on.

User Title 7 - This data field can contain up to thirteen characters and is tied to the cost center (see notes above).  It is often called Cost Center, Department, Project, Employee or such.

User Title 8 - This ten-character field is often called Reference, Requested By, or Issued to.

User Title 9 - This ten character field is often used for Size, Color, Dimensions, Environment (storage environment if hot/cold).

User Title 10 - This thirty-character field is often used as an extended description.

User Title 11 - This thirty-character field is often used as an extended description.
Reorder
The Reorder folder contains options pertaining to the reordering of stock such as when to signal to the user to reorder.
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Auto Reorder Point: - XE "Reorder Point"Selecting Yes instructs the system to plug in the reorder point based on its calculation of safety stock level between the placing and receiving of an order.  The reorder point is calculated at the end of each month.  If No is selected, the program will not change the reorder point entered by the user in Stock Maintenance.  If Prompt at Month End is selected, the system prompts to see if the user wants the system to recalculate the reorder point while running month end program.
Auto Reorder Amount: - The month end program also calculates the economic order quantity based on the carrying cost and order processing cost.  This option controls whether this number is automatically plugged into the reorder quantity.  If Prompt at Month End is selected, the program asks if it should replace the reorder quantities this month.

Forecast Demand Alpha: - This is the factor applied to the most recent monthly usage.

New Forecast Demand = Last Forecast + Alpha * 

(Actual Demand - Last Forecast)

Carrying Cost Percentage: - This is the cost of holding inventory.  It consists of the interest rate paid when the company borrows money to maintain inventory, the cost of storage space, and the cost of obsolescence. 

Order Processing. Cost:- This is the cost of processing a single order for a single item.  It should take into account the time required to place an order, follow up, verifying the resulting invoice from the vendor, and paying the vendor.

Ratio for Lowstock Flag: - XE "Low Stock Flag"This determines how low the on hand quantity must fall before the system signals that the inventory has fallen below the reorder point.

Issue/Receive
The Issue/Receive folder contains options pertaining to issuing and receiving stock.
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Change Type Code Issues? - If this option is checked, the user will be able to enter a Type Code (User Title 1) other than the default value in the inventory file when issuing from inventory.

Include Vendor Point on Pick/Pack List? - This field permits the user to include the remarks field on the picking list and the packing list.

Use Quantity of One on Multiple Issue Screen? - If this option is checked, the system assumes a quantity of one when issuing items through the Multiple Issue option, the system will assume a quantity of one so the user does not have to enter the quantity each time.  This is option is used for people who are using multiple issue as a point-of-sale type program.

Default Service Level:- The service level is the percentage of time an item will be in stock when requested.  It can be set in Maintenance. Operations under the File Maintenance sub-menu for each item. but this is the level set for new items being.  Very critical items should be adjusted manually in Stock Maintenance to a higher service level.

Group Control Number when Receiving? - XE "Group Control"Checking this field tells the system to request a group control number on all receipts, and to include it on the audit trail report.

Receive in Purchase Units? - Check this option to receive stock in purchase units.  Otherwise, it is received in issue units.

Usage
The Usage folder contains options pertaining to handling and reporting usage.
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Sort Usage By: - A Type Code response indicates that the monthly usage report is to be sorted and subtotaled by inventory type.  A Requisition response sorts and subtotals by requisition number.  A Description response sorts by description.  A Stock Number response sorts by stock number.  

Delete Usage By: - In some applications items are issued to projects instead of cost centers.  When using the project option usage records stay on file until the end of each project, and are not deleted each month.

Maintain Long Term Usage History? - XE "Long Term History"A response in this field tells the system to maintain quantity usage data for each stock number/cost center combination on a year to date and life to date basis.  This greatly increases the disk space requirements for the system.

Treat Physical Shrinkage like Usage? - Some users of the stockroom system operate an open stockroom.  Here employees get their own supplies when needed, and no issue transactions are entered in the system.  On a monthly basis a physical inventory count is made so that usage, reorder points, and other items can be updated.  In this situation it cannot be determined who used the supplies.  If this option is selected, there is still a need to enter receipts of goods from vendors.

Include Retail Price on Report/Display? - If the Retail Price field under Stock Maintenance is being used, check this option.  If the option is not checked the Retail Price field will not appear on the Stock Maintenance screen. 

Service Charge:- XE "Service Charge"Some users wish to have a flat fee added to the inventory usage by cost centers.  This percentage is added to the total cost on the monthly usage report.  If not applicable, enter a zero for the percentage.

Number of months in addition to current to keep detailed usage (0 - 12) - Select 0, and the system will keep only the current month's usage.  Selecting one or more months will significantly increase fixed disk space requirements.  If 250 issue transactions are typically processed each day, one million bytes of additional storage space are needed for each month.  Estimate the space required based on your own daily activity.
Integrity CheckXE "Integrity Check"
When this program is selected, the system adds up the changes in quantity and total cost which have been logged since this program was last run.  It takes the balances that it found on the last run and adds the changes to calculate the current balances.  It then reads the entire master file, and determines the actual balances, and compares them to the calculated values.  The difference should always be zero.
Backorder VerifyXE "Verify Backorder"
This program is used to verify the backorder file.  In some cases the quantity backordered displayed in the Stock Maintenance program may be different from the quantity backordered as displayed in the Backorder Maintenance program.  If this happens it is possible to make the two files consistent using this program.




FCC Special ProgramXE "Special Program"
Occasionally a custom program is written by Fogle Computing to satisfy a particular requirement in your environment.  If so, this option allows that special program to be selected by program name, rather than selecting it from the menu.

This option mat also be used to start another program.  All that must be known is the path and .Exe name.  For example, if a program called Findmyfl.exe to find a file on your fixed disk was located in a sub directory called Find on the C drive, enter C:\Find\Findmyfl.Exe at the path prompt, and click <Launch>.
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Purchase Order SystemXE "Purchase Order System"
If the companion Purchase Order system is being used, it is possible to toggle between the two main menus by using this program.  To successfully transfer from Stockroom, the directory address of Purchase Order must be set up correctly.  To check, select the configuration program and confirm the address of the Purchase Order system (probably c:\PURW\).

Network ResetXE "Resetting the Network"

XE "Network"
If a network a being used, and the user does not exit properly (or the power goes off while using the system), the terminal number used to logon remains locked out.  This program will reset this locking,  The same function can be performed from the DOS prompt by typing:

RESETNET <ENTER>
Repair Damaged DatabaseXE "Repair Database"
Selecting this routine causes the system to exit to the operating system and perform a series of file recovery operations.  It is used in the event files have become damaged due to a hardware problem.  The process could take several hours, depending on the file size, and machine speed.  Make sure there are several million bytes of free space on your disk (for work space) before this function is selected.

ExitXE "Exiting the System"
When exiting the inventory system, this selection should be used to return the files to their password protected state and unlock the network terminal if on a network.  Always exit from the system before turning off the power or rebooting.
Physical Sub MenuXE "Physical Inventory"
Initialize Physical ReportXE "Initialize Physical Report"
When physical inventory is entered, the system keeps a report file which logs all of the inventory changes.  Print this file using the Print Physical Report program.  This program initializes the file to prepare for entering the inventory count.  Do not select this program while in the process of entering physical count.

Enter Physical CountXE "Entering Physical Count"
Select this program to enter the quantities counted during physical inventory.  It is possible go into this program in multiple sessions; it does not all have to be entered at one time.  Refer to the screen displayed below.

[image: image173.png]ENTER PHYSICAL INVENTORY COUNT

ConComer: [ eteness [ ]

Counted Book
Stock Code | Location | Quantity | Guantity





Enter stock number and counted quantity, and the system displays book quantity and description.  If the multiple warehouse location option is being used, specify the location of each item counted.  Enter up to ten items on this screen at a time.  Click <Save> to complete the screen.  Enter everything counted, even if the counted number is the same as the book quantity (this is particularly true if items are being locked until counted).  The master file will be adjusted to reflect the new count, and all changes in inventory will be included in the Audit Trail.

Print Physical CountXE "Print Physical Count"
After the count has been entered, select this program to print the log of all items counted, showing stock number, description, units, book quantity, quantity difference, and the dollar value of the adjustment.

Count SheetsXE "Count Sheets"
Monthly Tasks: XE "Monthly Tasks"
Each month, just before the physical inventory count, select this program on the main menu bar to display the screen below.
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Make sure the printer is on-line and has paper.  

Select whether the sort is by stock number or by location.  If sort by location is selected, the program scans first before it starts printing, if the sort is by stock number printing starts as soon as this screen is completed.

To print the book quantity on the worksheet, for management use, reply Y to the Include Quantity prompt.  If a blank line onto which to write the counted quantity is desired, respond N to the prompt.

Items selected for counting should be locked to make sure no-one enters a receipt or issue transaction before the count is completed.  Enter Y at the next prompt to lock each selected item.

It is possible to print a worksheet for the entire inventory file, or for a selection based on the current month.  There is also an option of resetting the file, in case the wrong items were locked.

If the selection is made to print cycle items, the system asks for the current month number, for example March = 03.  The current system date will be displayed as the default, press <Enter> if it is correct, otherwise type over with the correct two digit month number.  Enter the leading zero for months less than 10, i.e., 03 not 3.

It is possible to place items on order while they are locked, buy they cannot be received or issued while the system is locked.

Use the worksheet to record the count, then use the Initialize Physical Report program to erase last month's report.  The Enter Physical Count is used  program to enter the count, and the Print Physical Report is used to print this month's report.

Setup Cycle CountXE "Setup Cycle Count"
Annual Task: XE "Annual Tasks"
Once per year just prior to end-of-month processing, (running programs Usage file Delete, Audit File Delete, and Close out Month), select Setup Cycle Count.  See the screen below.
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It is possible to enter two cutoff points, based on annual quantity usage.  If  everything below 10 per year as one count per year, from 11 to 100 as 2 counts per year, and above 100 as 3 counts per year, enter 10 and 100 in the two fields above.  The number of items falling into each bucket will be displayed when the program is complete, so if the split does not fit with expectations, run this program again with different cutoff points, until the numbers are more appropriate.  Then, write down the selection points, so they can be used next year.  Items will be randomly spread over all twelve months.

The user can make manual changes in the cycle codes in the Stock Maintenance program.  New items which are set up during the year should be assigned a code.  An invalid code, which would cause the item never to be counted, causes an error message when printing the worksheet, and slow down this operation.  Make sure that every item has a valid code, 01-12, 21-26, or 31-34.

The program assigns codes as follows:

Low usage items will have codes 01, 02, .... 12

Medium usage items will have codes 21, 22, ... 26

High usage items will have codes 31, 32, ... 35

These codes indicate when an item will be counted, as follows: XE "Cycle Codes"
01
Counted once in January

02
Counted once in February

03
Counted once in March

04
Counted once in April

05
Counted once in May

06
Counted once in June

07
Counted once in July

08
Counted once in August

09
Counted once in September

10
Counted once in October

11
Counted once in November

12
Counted once in December

21
Counted in Jan. and July.

22
Counted in Feb. and Aug.

23
Counted in Mar. and Sept.

24
Counted in Apr. and Oct.

25
Counted in May and Nov.

26
Counted in Jun. and Dec.

31
Counted in Jan., May, and Sept.

32
Counted in Feb., Jun., and Oct.

33
Counted in Mar., Jul., and Nov.

34
Counted in Apr., Aug., and Dec.

Help Sub Menu
Help ContentsXE "Help"

XE "Help Table of contents"
Selecting this option brings up a table of contents for help.  Select an option by double-clicking on the light blue print.  Suppose the user wanted to view the help on the Trans sub-menu.  Trans is colored in blue (the color may very but it will not be black).  Double-click on Trans and another screen will be displayed.  This screen contains an item for each program in the Trans sub-menu.  To view the help on Issue an Item double-click on Issue an Item.  This will bring up help for Issue an Item.

Search for Help On...
This enables searching for help using a key phrase.  Type in the desired key phrase, and the system will scroll through all the help topics.  When the system displays the wanted item, double click on it.  It will display another list at the bottom of the window containing the titles of help topics with information on the topic selected.  Click the title to be read, and click <GO>.

Technical SupportXE "Technical Support"
When getting technical support from Fogle Computing, there is essential information about your system that we will need to know in order to help.  When choosing this option, type in your question, comment, or suggestion and then print it by selecting <PRINT>.  The system prints out all the vital information we need as well as your comment, question, or suggestion.  Fax or mail us the sheet.  Before getting technical support from Fogle Computing, it is always a good idea to check the manual or on-line help.  

[image: image176.png]Technical Support Request

Use this form to enter questions, comments, problems and enhancements. For the quickest
solution to your problem try the on-fine help and the manual. If you are still having problems:

1) Enter the description of your problem.
2) Click the <Print> button to print your problem and system info.
3) Fax, e-mail, or Call us.

4) We willFax, Phone, e-mail, or mail you a response.

T —

Subject. [

Details

[ om





    About Stockroom Inventory
For information about the version of Stockroom Inventory being used, copyright, and product support, select About Stockroom Inventory from the Help sub-menu.  Note the version number beneath the Product Name in the white box on the left side of the screen.  The copyright information and product support information boxes are on the left side of the screen.  If a demo is being used, the name of the vendor may appear on the right side of the screen.
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Chapter 5: How To...
Set Up Your Initial FilesXE "Setup Initial Files"
Decide on right or left justification of the stock number, on LIFO, FIFO, or average costing, on multiple warehouse locations or not before entering any items.

A)
If inventory items are on another system and they are to be converted into the stockroom format,

1)
Get a sample program from Fogle Computing (at no charge) so that your programmers can load the data.  

2)
Send your data to Fogle Computing for conversion of files. (Additional Cost)

B)
The recommended technique for putting in the starting inventory directly is to select the File Maintenance option from the main menu, and select Stock Maintenance to set up the stock numbers, descriptions, vendor codes, reorder information, etc., but with no total cost or on hand quantity.  If a standard unit cost is to be used for each item, enter that in the initial setup also.

When all of the stock numbers are in place, decide on a cutoff date, count all of the inventory, and select Trans. from the main menu.  Then receive the items into inventory as if they were coming from a vendor.  Select Total Cost - Receive if the total cost is known.  Select Last Cost - Receive if the last unit cost was installed during item setup and now want to receive at that unit cost.  Select Unit Cost - Receive if the unit cost was not installed, but now the unit cost figures are known.

If a Last Unit Cost was put in for each item on file, use the Enter Physical Count to set up the initial inventory.  Print a worksheet, count the inventory, enter the count, and print the physical report to examine for possible errors.

Place An Item On OrderXE "Place On Order"
If the companion Purchase Order system is nor being used, from the main menu select the Trans. option and Place On Order.  If the companion Purchase Order system is being used, use it to place an item on order. 
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Receive An Item From Vendor For RestockingXE "Receive Items from Vendor"
In most cases the total cost of the item including freight and taxes is known, and the Total Cost - Receive under the Trans menu option should be used to receive the item at that cost.  If the cost is not known, select Last Cost - Receive under the Trans. menu option should be used to receive the item at the same cost paid last time.  When the actual invoice is received, select Adjust Prior ReceiptXE "Adjust Prior Receipt" under the Trans. menu option to enter the correction.   The quantity, date, and estimated cost of the last two receipts will be displayed.  Select the proper receipt number to correct, and enter the correct total cost, and the program will adjust the cost by the difference between actual and estimated cost.

Issue Groups Of Items To A Cost Center
Select Issue To Cost Center under the Trans. menu option to issue items to a cost center.  Then print a picking and/or a packing list by selecting Pick/Pack List under the Reports menu option. XE "Multiple Issue"
End The MonthXE "Month End"
1.
Print the Audit Trail, Usage, and Monthly Usage Summary Reports (Save, for several  years an Audit Trail in which both the receipts and issues are sorted by Stock Number.  It is recommended that other Audit Trail sorts be selected to meet specific reporting requirements)

2.
Perform the end-of-month processing by selecting the following options three options from the Month End sub-menu.  These three programs may be run in any sequence.




Usage File Delete




Audit File Delete




Close Out Month

End The YearXE "Year end"
There are no special requirements for year end; process the same as any other month end

Return An Item From A Cost CenterXE "Returns from Store"
First, determine the exact cost and quantity issued by selecting Usage Browse under the Reports menu option.  To record the return, select Return From Cost Center under the Trans. sub-menu.

Appendix A: Error Messages
XE "Error Messages"
XE "Terminal in Use"If when logging on to a networked Stockroom system a message that The Terminal is in Use means that someone else is logged on using the terminal number you are attempting to use.  Try another terminal.  If no one is logged onto this terminal, it is possible that due to a power failure, or an improper log off, the terminal is still locked.  In order to regain control of the terminal, the network must be reset.

XE "Files Locked"A message that the files are locked means that someone else on the network has control of the file and you cannot have the file until they are finished.  If a network is not being used and this occurs reboot the system.  This will occur occasionally on a computer in instances of power failure, improperly exiting the system, an unrecoverable system error, or a windows application error.

XE "File not Found"A Could not find file error message means that the system could not locate a file that is necessary for execution of a program segment.  The error message should also tell the name of the file that it could not locate.  If the system cannot locate the Stkw.mdb file or the Stkw.ini file, locate them.  Normally, these files are located in the program directory (C:\Stkw\ in most cases).  If they are not in the program directory, move them there.  If the files cannot be located restore them from a previous backup.  Stkw.mdb contains all of the data files for the system, i.e., the master file, the usage file, the audit trail file, etc. This is why it is so important to backup system files, especially the Stkw.mdb and Stkw.ini files,  Without them, the system will not operate at all.  If the files cannot be found and successfully restored, call Fogle Computing for support.

XE "Memory"Out of Memory error message means that the system is trying to run on a computer with insufficient memory. There should be at least 8 Megabytes of RAM on the system.  Sometimes this error occurs if another application is running at the same time as the Stockroom system.  If another application is open, close it.  If another application is not  running and this error is displayed, reboot the system.  If this error is still.  Sometimes Windows will give an Out of Memory error when it should shown, check to make sure there is at least 3 megabytes of free disk space on the hard drive really be getting an Insufficient Disk Space error.  If there is more than 3 megabytes of free disk space and you have tried to re-boot your machine and an Out of Memory error is still displayed, there is not enough RAM on your machine to run the Stockroom system.

Disk Full or Insufficient Disk Space error means the fixed disk is full.  Delete some unused files if possible.

Appendix B: TriCoder Interface
If you are using the TriCoder barcode scanner to capture issue and receive transactions, and/or physical inventory, you first need to offload the transactions from the TriCoder onto your hard disk.  Then, select [Trans] [TriCoder Transactions], to bring up this screen.  Use the [Browse] button to find the file that you just put on your hard disk, choose to put the log on the printer or in a text file, and click [Process].  If you save the log, the file name will be made up of the current date and time and will be placed in the same folder where your input file was.  The input file is erased at the end of this process to keep it from being imported twice. 
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The name of the log file will be displayed as shown here. (for processing on12/16/2010 at 9:43 am.
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Appendix D: Backup Instructions
It is fundamental that the system be backed up on a regular basis.  We recommend this at least three times a week, once a month, and once or twice a year.  For daily backups backup the Stkw.mdb file, the Stkw.ini file, and any Report files created (*.REP).  If any reports to a file have been saved, back these up as well.  The Stkw.mdb and Stkw.ini files are the most important files to backup, without them the system cannot operate.  If they are lost, call Fogle Computing and we can mail an empty file, or re-install the software from the distribution disks, but these are empty files.  All of the data for day to day transactions are contained in these two files, i.e., loose them, and the data is lost.  

Appendix E: Sample Reports

1. Pick/Pack List Report

2. Audit Trail Report

3. Multi-Month Usage Report

4. List Backorders

5. Long Term History

6. Physical Inventory

7. Browse Usage

8. Budget Vs. Usage Graph

9. Receipts for Stock #Graph

 XE "Pick/Pack List:Reports" 
[image: image181.png]Date: 03-10-1997

LOT Stock Code
LOTA 1771-#10
LOTR 1771-#10-W/W

PICK LIST
My Company Name
DESCRIPTION Cost Center
Envelope MY COST CNTR
3 1/2 Diskette MY COST CNTR

Reference
1D90099999
1D90099911

Page: 1

QUANTITY COST
200. 41.67

50. 160.00

250 201.67




[image: image182.png]Date: 03-10-1997

Cost Center: MY COST CNTR

My Cost Center

Address 1

Address 2

City, SC 29702
Date Reference Stock Code
03/10 ID90099911 1771-#10-W/W
03/10 ID90099999 1771410
BACKORDERED STOCK CODE
03/02 KERMIT 1771-LH
03/02 JETSON 1771-10X13
03/02 RUBBLE 1771-#10-W/W
03/02 FLINTSTONE 1771-#10

PACK LIST
My Company Name

Description
3 1/2 Diskette
Envelope

Rubbing Alcohol
Letter Head

3 1/2 Diskette
Envelope

LOT QUANTITY
0

LOTR
LOTA

5
200

Page: 1

250

300
120
200
100




 XE "Audit Trail:Reports" 
[image: image183.png]Date: 03-10-1997 Page: 1

Audit Trail Report

My Company Name
Inventory Transactions: Stock Code Removed
Date Stock Code Stock Code Description Quantity Units Cost Center Chg Cost Reference Unit Cost
03/10 1771-#10 Envelope -200. EA MY COST CNTR -41.67 ID90099999 0.21
03/10 1771-#10-W/W 3 1/2 Diskette -50. EA MYCOSTCNTR  -160.00 ID90099911 3.20

2 Transactions Total Stock Code Removed -250. -201.67




[image: image184.png]Date: 03-10-1997 Page: 1

Audit Trail Report
My Company Name

Inventory Transactions: Stock Code Added or Changed

Date Stock Code Stock Code Description Quantity Units Cost Center Chg Cost Reference Unit Cost
03/10 1771-10X13 Letter Head 200. EA 321 0.02
03/10 1771-LH Rubbing Alcohol 4500. EA 630.00 0.14
03/10 4180-10X13 4180 10X13 ENVELOPE 50. EA 0.62 0.01
03/10 5000-#10-W/W 5000 #10 ENV W/WINDOWS 2000. EA 25.64 0.01

4 Transactions Total Stock Code Added or Changed 6750. 659.47




XE "Multi-Month Usage Report"
[image: image185.png]Date: 03-10-1997 ' Page: 1

INVENTORY USAGE DETAILS
FOR 01/01 TO 04/31

Stock Code: 1771-#10 - 1771 BUSINESS CENTER DRIVE

Cost Center: MY COST CNTR - My Cost Center

Date Reference Color Quantity Units Cost Price
03/10/97 LEE 1771 200. EA 41.67 32.00
03/07/97 LEE 1771 -100. EA -20.83 0.00
03/03/97 LEE 1771 100. EA 21.62 16.00
03/03/97 LEE 1771 200. EA 41.67 52.08

Total for Cost Center: MY COST CNTR 400. 84.13 100.08
Total for Stock Code: 1771-#10 400. 84.13 100.08

Stock Code: 1771-#10-W/W - 1771 BUSINESS CENTER DRIVE

Cost Center: MY COST CNTR - My Cost Center

Date Reference Color Ouantity Units Cost Price
03/10/97 LEE 1771 50. EA 160.00 0.00
03/07/97 LEE 1771 100. EA 320.00 0.00
Total for Cost Center: MY COST CNTR 150. 480.00 0.00

Total for Stock Code: 1771-#10-W/W ' 150. 480.00 0.00
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Stock Code
1771-#10
1771-#10-W/W

Grand Total:

INVENTORY USAGE SUMMARY
FOR 01/01 TO 04/31

Stock Code Description
1771 BUSINESS CENTER DRIVE
1771 BUSINESS CENTER DRIVE

# Of Trans Total Qty Total Cost
4, 400. 84.13
2. 150. 480.00
6. 550. 564.13

Page: 1
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Stock Code
1771410
1771-#10-W/W
1771-10X13
1771-LH

Stock Code Description
Envelope

3 1/2 Diskette
Letter Head
Rubbing Alcohol

Current Backorders

My Company Name
Cost Center Date
MY COST CNTR 03/02/97
MY COST CNTR 03/02/97
MY COST CNTR 03/02/97
MY COST CNTR 03/02/97

Quantity Reference
100. FLINTSTONE

200. RUBBLE
120. JETSON
300. KERMIT

Color

BackMaint
BackMaint
BackMaint
BackMaint

Page: 1




[image: image188.png]Date: 03-10-1997

Long Term History Report
My Company Name

Page: 1

Stock Code Stock Code Deseription Cost Center YIDOty  LTD Oty
1771410 Envelope MY COST CNTR 1100 1100.
Envelope THIS STORE 11 100, 100.

Total 1771410, 1200. 1200.

1771-410-W/W 312 Diskette MY COST CNTR 300, 300,
Total 1771-#10-W/W: 300 300

GRAND-TOTAL: 1500.  1500.00
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‘Stock Code
1771410

1771410
1771410

Envelope

tion

My Company Name
Physica

Lot Price Quantiy
Tota 021 - 4350
Lot 02 2100
Lotc 021 1210

Physical Inventory Count Report

Physical  Book
Dollars Quantity
90624 4300
45406 2120
25208 1200

‘TOTAL DIFFERENCES:

Book
Dollars Quantity
58 5.
4838
%000 10

W

Difference
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1042
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[image: image190.png]Date: 03-10-1997

Inventory Usage Report for 1771-#10

My Company Name
Cost Center Date Stock Code Description Reference Color Units
MY COST CNTR 03/03 1771 BUSINESS CENTER DRIVE LEE 1771 EA
MY COST CNTR 03/03 1771 BUSINESS CENTER DRIVE LEE 1771 EA
MY COST CNTR 03/07 W REGION LETTERHEAD LEE 1771 EA
MY COST CNTR 03/10 1771 BUSINESS CENTER DRIVE LEE 1771 EA

TOTAL:

Page: 1

Quantity Cost Price
100 21.62 16.00

200. 4167 5208
100, 2083 0.00
200. 4167 32,00

400. 84.13 100.08
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 XE "Budget vs. Usage:Graphs" 
Usage Graph
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Appendix F: Initial Conversion of Inventory Files
If data on another system is to be converted into the Stockroom system, do it with a utility program included on the original diskettes from Fogle Computing.  If you have difficulty with this, send the files to Fogle Computing for conversion for a fee.  Call Fogle Computing for more information. We recommend doing the conversion after monthend processing, if possible.

To use the conversion utilities there are two basic steps.

Step 1. First, convert your data to a text-delimited format.  If the Stockroom Inventory System for DOS is being used, have the data files in the same format that is used by Stockroom version 9.  After installing the Stockroom Inventory system for Windows look in the program directory (e.g., C:\Program Files\Stkw95\) for the file Expstk9.exe.  This program reads the data from the DOS system and exports the data into a text-delimited format.  Copy this file into the program directory for the DOS system (i.e. C:\Inven).  Run the program by typing BTRIEVE/E, and pressing <Enter>.  Then type, Expstk9, and press <Enter>.  When the program is finished running there will be a text-delimited file for each of the major files in the Stockroom system.  The files will be named:..

File 1. Inventory Master File
EX_MAS.TXT

File 2. Cost Center File

EX_CC.TXT

File 3. Usage File


EX_USE.TXT

File 4. Backorder File

EX_BAK.TXT

File 5. Transactions File

EX_TRN.TXT

File 6. Reference File

EX_REF.TXT

File 7. Locations File

EX_LOT.TXT

File 8. History File


EX_HIS.TXT

Note:  Some of these files may be empty, and if so, you will get an error when you try to import them into the Windows version.  Do not try to import if you know that the file is empty, and if you get an error on one of these files, then just ignore it.  The Inventory Master file EX_MAS.TXT is the only one which cannot be empty.  EX_CC.TXT can be empty if you do not use the verify cost center option, and therefore have not set up your cost centers.  EX_RLS.TXT is empty if you don’t use the verify reference option.  EX_USE.TXT is empty if you just closed the month and deleted usage.  EX_TRN.TXT is empty if you just closed the month, and deleted the audit trail. EX_CC.TXT is empty if you use average cost (not LIFO or FIFO), AND you do not use the multiple warehouse locations option.  EX_HIS.TXT is empty if you do not use the  save long term history option.

When finished, select the Conversion to Stockroom Icon from the Stockroom Inventory Group.   The system prompts for the path to the Stockroom Inventory system for windows (e.g.,  C:\Program Files\Stkw95\ ). Enter the path (do not forget the back slash at the end), and press <Enter>.  If a valid path was entered, the following screen will be displayed.
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There is a check box for each of the files from the inventory system for DOS.  After checking each box or clicking the […] button, a dialog box will be displayed.  Enter the drive, directory, and file name for the text-delimited file corresponding to the box checked.  For instance, if the Convert Master File box is checked, and your DOS program directory was C:\Inven, click the C: drive, the Inven directory, and then select file EX_MAS.TXT.

If the Inventory System for DOS is not being used, and want to convert your data from another system into the Inventory system for Windows , there are several options:

Step 1. Put your files in a text-delimited format using the charts in Appendix G, and use the Conversion of Inventory System program to convert the data.

Step 2. Enter the data using the Maint. Operations, and Transactions programs.

Step 3. Have FCC- Fogle Computing Corporation convert the data for a fee.  Call FCC for more information.

Appendix G: Database Descriptions 
In order to use Crystal Reports effectively it is necessary to know what the field and tables in the databases are.  Sometimes the field names will be self evident, but most of the time programmers use field names that are abbreviated and not so evident.  Because of this a list of each table and field is included.  Also included is a list of commonly used formulas.

There are seven tables in the inventory system.  They are as follows: XE "Tables"

XE "Fields"
INVFL1 - Contains the data for the master file.  This data is displayed on the Stock Maintenance program as Total Cost, Descriptions, Primary Vendor, Unit cost, Retail Cost, etc. XE "Master file"
INVUSE - Short for Inventory Usage.  This file contains all the information pertaining to the usage by cost center. XE "Usage File"
INVTRN - Short for Inventory Transactions.  This file contains information pertaining to transactions.  Such as, when a transaction was made, what type of transaction was made (receiving or issuing), the quantity of the transaction, stock number, etc. XE "Transactions File"
INVBAK - Short for Inventory Backorder.  This file contains information pertaining to backorders; including stock numbers placed on backorder, the quantity backordered, the date the item was placed on backorder, etc.

INVCOS - Short for Inventory Cost lot.  This file contains information pertaining to the cost lot (or location) where the stock items are kept.  This is relevant if the Multiple Locations option set to Y in the configuration program.

INVREL - Short for Inventory Release.  This file contains information pertaining to the cost center. This is the information displayed in the  Cost Center Maintenance program.  This file contains budget and usage information for the cost centers, cost center address and name, as well as the release code and reference for the cost center.

INVHIS - Short for Inventory History.  This file contains information pertaining to the history of a stock item; including the total quantity of a stock item issued to a cost center year-to-date, the total cost of a stock item used by a cost center year-to-date, etc.

The following pages contain lists of all the fields contained in the seven tables previously described.  Variable name is the name listed when the database from inside of Crystal Reports is opened.  The variable name will be followed by a description and a format if applicable.  Some of the fields are used internally to the program itself and there is no reason to put them on a report, and they have Not Applicable in the description.

INVFL1
Field Name
Description
Data Type
Length
DCF
Short Description for Stock Item
C
30

OHF
On Hand Quantity if not using Lots
N

UNF
Issue Units
C
5

TCF
Total Cost of Items On Hand
N

LCF
Last Unit Cost
N

LOX
Location/Last Issued Location
C
4

RPF
Retail Price
N

TPF
General Ledger Account #/Type Code
C
9

MCF
Last Purchase Order Number
C
10

VPF
Stock Number
C
15

VNF
Primary Vendor
C
10

AVF
10 Char User Def Field (TTL8)
C
10

REF
Reorder Point
N

RQF
Reorder Quantity
N

OOF
On Order Quantity
N

EDF
Expected Date  (mmddyy)
N

QCF
Cycle Code (3 char User Def)
C
3

QAF
7 Char User Def Field
C
7

DDF
Days Delivery Time
N

DTOF
Date Ordered in (mmddyy) Format
N

VPN
Remarks (20 Char User Def Field)
C
20

BHF
Backorder Quantity
N

QRF
Quantity Received this Month
N

UPF
Unit Price on Purchase Order
N

DRF
Date Received in (MMDDYY) Format
N

BMONC
Cost at Beginning of Month
N

BMONQ
Quantity at Beginning of Month
N

PUNF
Purchase Units
C
5

CONVF
Conversion Factor
N

ISTMF
Number of Issue Transactions this month
N

DREC1
Date of last Receipt
N

DREC2
Date of Next to Last Receipt
N

QREC1
Quantity of Last Receipt
N

QREC2
Quantity of Next to Last Receipt
N

CREC1
Cost of Last Receipt
N

CREC2
Cost of Next to Last Receipt
N

DLACF
Date of Last Activity
N

YTDQF
Year to Date Quantity Used
N

YTDCF
Year to Date Cost Used
N

MTDQF
Month to Date Quantity Used
N

MTDCF
Month to Date Cost Used
N

BNUM1
(Not Applicable)
C
15

BNUM2
(Not Applicable)
C
15

BMANUF
(Not Applicable)
C
25

BDD1
(Not Applicable)
N

BDD2
(Not Applicable)
N

ORDMULF
Order Multiple
N

SERLEVF
Service Level
N

CREOPF
(Not Applicable)
N

CREOQF
(Not Applicable)
N

FDEMANF
(Not Applicable)
N

CSSF
(Not Applicable)
N

UFLAGF
12 characters indicating Y if item has been


used in a specific month.
C
12

CAPNAM
(Not Applicable)
C
30

XSPRI1
Standard Price for Vendor 1
N

XSPRI2
Standard Price for Vendor 2
N

XSPRI3
Standard Price for Vendor 3
N

XVEN2
Vendor 2
C
10

XVEN3
Vendor 3
C
10

BQLASREQ
Quantity Last Received
N

BPHYFLG
Locked for Physical Inventory (Y/N)
C
1

BISSTW
(Not Applicable)
N

BRECTW
(Not Applicable)
N

BRETTW
(Not Applicable)
N

BDTRET
(Not Applicable)
N

BLSK
Low Stock Flag
C
1

DESC2F
2nd line of Description (TTL10)
C
30

DESC3F
3rd Line of Description (TTL11)
C
30

MAXLVF
Maximum Level
N

DROSIG
Date Reorder Was Signaled (MMDDYY)
N

U1F-U12F
Usage from Month 1 to 12
N

R1F-R12F
Receipts from Month 1 to 12
N

V1F-V12F
Variance from Month 1 to 12
N

INVUSE
Field
Description
Data Type
Length
MAKEY
(WIN + WIT + WREF)
C
39

ALTKEY
(WIN + WYEAR)
C
17

WIN
Cost Center (TTL7)
C
13

WIT
Stock Number (TTL6)
C
15

WDA
Transaction Date MMDD
N

WDA2
Transaction Date MMDDYYYY
C
8

WQT
Quantity
N

WDC
Description
C
30

WPR
Total Price
N

WCS
Total Cost
N

WUNF
Units
C
5

WREF
Reference (TTL8)
C
10

WTYP
Type Code
C
9

WYEAR
Usage year
C
4

WTERM
Terminal Number Issued from (1 - 40)
N

SEQ
(Not Applicable)
N

INVTRN
Field
Description
Data Type
Length
TNN
Stock Number (TTL6)
C
15

TTP
Type of Transaction (A-Receive, B-Issue)
C
1

TQN
Quantity
N

TIV
Cost Center (TTL7)
C
13

TTC
Change in Total Cost
N

TDA
Date of Transaction (MMDD)
N

BGPCTL
Group Control #
C
10

BTLOC
Location Issued from / Received to
C
4

PLSIG
Signal whether already printed on pick list
C
1

TFIL
(Not Applicable)
C
1

CKFLG
(Not Applicable)
C
1

TYEAR
Transaction Year (YYYY)
C
4

INIT
Users Initials who entered Transaction
C
3

INVBAK
Field
Description
Data Type
Length
BAKKEY
(BNM + BDT)
C
21

BALTKEY
(BNM + BCC)
C
28

BNM
Stock Item (TTL6)
C
15

BDT
Date item was placed on Backorder
C
6

BMT
Quantity Backordered
N

BCC
Cost Center (TTL7)
C
13

BRF
Reference (TTL8)
C
10

BTP
Type Code (TTL1)
C
9

BDEC
Description
C
30

BUNT
Units
C
5

INVCOS
Field
Description
Data Type
Length
BCITEM
Stock Item
C
15

KEYDAT
Date Received (For FIFO/LIFO)
C
6

BCDAT
Date Item was Placed in Location
C
6

BCLOC
Location
C
4

BCQTY
Quantity on Hand this Lot
N

BCCOS
Cost of Items in this Lot
N

INVREL
Field
Description
Data Type
Length
FCEN
Cost Center Code (TTL8)
C
13

FREF
Reference for batch Transactions
C
10

FDESC
Cost Center Name
C
33

FCODE
Release Code for batch Transactions
C
1

BAD1
Cost Center Address Line 1
C
33

BAD2
Cost Center Address Line 2
C
33

BCIT
Cost Center City
C
15

BST
Cost Center State
C
3

BZIP
Cost Center Zip
C
9

DB1-DB12
Budget for Month 1 to 12
N

DU1-DU12
Usage for Month 1 to 12
N

INVHIS
Field
Description
Data Type
Length
SIN
Stock Item
C
15

CTR
Cost Center
C
13

TLIFE
Total Quantity Life to Date
N

TYEAR
Total Quantity Year to Date
N

QTYTM
Quantity Used Previous Month
N

COSLF
Cost Life to Date
N

COSYR
Cost Year to Date
N

COSTM
Cost Used Previous Month
N

Appendix H: Crystal Reports
Crystal Reports... XE "Crystal Reports"
Crystal Reports is a software package copyrighted by Crystal Services that can be purchased from Fogle Computing for use with our Stockroom Inventory system.  The following is a brief description of using Crystal Reports to design customized reports.  For more detailed information on using Crystal Reports, refer to the Crystal Reports User's Manual received with the Crystal Reports software.  It is strongly recommend that chapters 2 and 3 be reviewed before attempting the creation of a custom report.  Crystal Reports can be started by selecting the Crystal Reports Icon from the program manager window.  After starting Crystal Reports the following screen will be displayed.
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To create a new report select the File sub-menu, and select the Open Report option.  Then select the database to be used.  The database containing the system data is located in the program directory, and is called Stkw.mdb if the Stockroom Inventory system was installed in the default directory, C:\Stkw.  Enter C:\Stkw\Stkw.mdb, and click <Okay>.  This opens a box containing a list of tables in the database. 
Double-clicking on the table causes a list of all the fields in the database to appear. Appendix G gives a description of each table and all the fields in the table.  To have a field to appear on the report, double-click the field and a floating box appears on the screen.  Drag the mouse, and the box drags across the screen.  When the box is in the desired position, click the left mouse button and the box is dropped on the report.  Repeat this until all the wanted fields on the report have been dropped in their desired position.  Click <Done>, and the database box will disappear.

Put headings on the report by selecting the Text Field option from the Insert sub-menu.  After selecting the text field a box as shown below appears on the screen.  Type the heading to appear, and click <OK>.  A floating box appears on the report; drag it on the report until it is positioned as wanted, and click the left mouse button.  

Repeat this until the desired headings are on the report.  Use the Text Field option to put report titles and company names on the report.
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Next, format the font types and size.  Click the field to be formatted on the report.  Then select the Fonts option from the Format sub-menu.  The fonts box will be displayed (shown below), and the user will be able to choose from many different font types and sizes.  When the font type and size have been selected, click <OK>.  
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When finished with the report, save it by selecting the Save Report option from the File sub-menu. 

Using Crystal Reports to Build Customized Reports
This section gives step by step instructions in the design of a reorder report.  This report cannot be done with demo software.  

1.
Start Crystal Reports either by selecting the Crystal Reports option located in the Reports sub-menu or by clicking the Crystal Reports icon in the program manager.

2.
Select the New Report option from the File sub-menu.  The File sub-menu is show below for reference.
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3.
Once this is done, the system asks which database to use for this report.  Select the Stkw.mdb file located in the program sub directory.  (The sub directory will likely be C:\Stkw\Stkw.mdb if the default was accepted when the software was installed)
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After selecting the database , click <OK>, and the Insert Database Field box appears.
4.
For this example, the Reorder Report will contain five fields.  The Stock Number, Stock Description, Vendor 1, Reorder Quantity, and Reorder Difference.  Reorder difference is computed by taking the difference between the On Hand Amount and the Reorder Point, so it will be a formula field.  The other four fields come directly from the Stockroom System database (or Stkw.mdb).  Their field names (see Appendix G) are VPF, DCF, VNF, and RQF respectively.  They are all located in the INVFL1 table of the database.  Double-click the INVFL1 table, and double-click the VPF field in the table.  A floating box(when the mouse is moved, the box moves) appears on the screen.  Move the mouse until the box is positioned between the two faint lines separating the detail section of the report from the header and footer sections of the report.  Position the mouse to the far left and depress the left mouse button; this drops the box to its current position.  Repeat this for the other four fields.  Click <Done> to signify that the fields on the report are as desired.  When finished, the screen should look like the one pictured below.
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5.
The Reorder Difference must be put on the report.  This is done by means of a formula.  Select the Insert Formula option from the Insert sub-menu (shown below)  A box appears on the screen labeled Edit Formula.  Type the name of the formula, for this example type Reorder Difference, and click <OK>.  The Edit Formula screen below will be displayed.
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Enter the formula {INVFL1.OHF} - {INVFL1.REF}, and click <Accept>.  This subtracts the REF field of the INVFL1 table from the OHF field of the INVFL1 table.  Click <Accept>, and a floating box appears on the screen.  Position it to the right of the Reorder Quantity field box.

6.
Next, delete the default heading and create your own headings.  The default headings are not very meaningful to the person reading the report, so put in meaningful headings such as, Stock Number, Stock Description, and so on.  To delete the old heading, click the default heading so it is highlighted (highlighted means that it will be in a bolder print than the other boxes).  Select Clear from the Edit sub-menu (shown below).  The default heading will disappear.  Repeat this for each heading.
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7.
Once deleting the default headings is completed, begin to create new headings.  Select Insert Text from the Insert sub-menu as pictured below. 
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The Edit Text box below will be displayed.  Type the new heading; for this example type Stock Number, and click <OK>.  A floating box appears.  Drop the box above the VPF field box.   Repeat this until created text headings are in each of the fields.  When finished with the fields, create a text box for the report title, call it Reorder Report.
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8.
Format the fonts for the headings and the report title.  First select the text to format by clicking the text box.  The text box appears highlighted.  Select the Fonts option from the Format sub-menu (shown below).  
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The Fonts screen will be shown as it appears below.  For the heading, select the font type Erie Black, and then select the font size as 11.  Click <OK>.  The heading has changed font type and size.  Continue this for each heading box.  Then format the report title text.  Use any font type and size, but we've selected the Bangkok font at size 20 for our example.
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9.
Insert a date in the upper left hand corner by selecting the Print Date field from the Insert sub-menu.  When this option is selected, a floating box appears on the screen, drag it until it is positioned in the upper left hand corner of the screen.  Click the left mouse button to drop it.  By this time the header section of the report is getting crowded.  Increase the size of the header area by clicking anywhere in the area (other than on a text, database, or formula field) then hit <Enter> 3 times.  Each time you hit <Enter> the header section increases by one line.  Three lines should be enough for the example.  Do the same for the detail region.  For a blank line to appear between the  heading and the details of the report (or the database fields), click on the line containing the database fields and press <Enter>.  An empty line should appear between the headings and the database fields.


10.
If the company logo in the form of a bit map (*.BMP), drop it on the form.  Click the picture button in the tool bar at the top of the page.

The system asks for the  location of the file containing the bit map, i.e. the path and filename of the bit map.  Do this, and a floating box will appear the size of the bit map.  Drop the bit map on the report just as the text and database fields were dropped.   After the bit map is dropped, it will be displayed on the report.

Below is a picture of what the report looked like after the FCC logo was dropped on the report. 
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11.
Save the report by selecting the Save As option from the File sub-menu. Enter the name of the file to save the report.  Use the extension *.RPT to denote reports and give the report a meaningful name so it can be located later.  If this example report is called Myreord.rpt, and saved to the C:\Stkw\ directory so it could be found later.

12.
It is possible to print the report to a window, to the printer, or to a file in up to five different formats.  To print the report to a window, select the Print to Window option from the Print sub-menu (shown below).
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Following are some common needed formulas.  They are written in the same format as used in Crystal reports that is:

{tablename.fieldname}operation {tablename.fieldname}

1.
Average Cost of a Stock Item is computed by dividing Total cost by the On hand Quantity.

XE "Average cost"
{INVFL1.TCF} / {INVFL1.OHF}

Warning: if the On Hand Quantity is zero (0) this will cause an error.

2.
Average Cost Used per month, this year is computed by dividing year to date cost of goods by the current month.

If month(Now) < beginning of your year then

{INVFL1.YTDCF} / month(Now) - beginning of your year + 12

Else 

{INVFL1.YTDCF} / month(Now) - beginning of your year

End if.

Note:  The Month(Now) is a function in Crystal Reports that returns a numeric value of the current month.  If this report is run in November and the year to date cost of goods is 23,900 dollars, and the fiscal year begins in December this formula will return (23,900 / (11 - 12 + 12)  = 2172.73) $2172.73 since 11 is less than 12.

3.
Average Quantity used per month this year  is computed by dividing year to date quantity by the current month. 

If month(Now) < beginning of the year then

{INVFL1.YTDQF} / month(Now) - beginning of the year + 12

Else

{INVFL1.YTDQF} / month(Now) - beginning of the year

End if.

4.  While browsing through the list of fields above, notice that the dates are saved to the file in (MMDDYY) format. It is possible to display the date in Canadian format or put / in the dates to give it a more professional appearance.  To format the dates see the formula below.  For example, work with the date the item was backorder in the INVBAK file.

Canadian format:
{INVBAK.BDT}[5 to 6] + '/' + {INVBAK.BDT}[1 to 2] + '/' + {INVBAK.BDT}[3 to 4]

U.S. Format:
{INVBAK.BDT}[1 to 20] + '/' + {INVBAK.BDT35

}[3 to 4] + '/' + {INVBAK.BDT}[5 to 6]

Where the formula reads beginning of the year, enter the number of the month that the fiscal year begins.  If the fiscal year begins in February, enter 2.
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