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Overview 

Your key to eliminating a paper trail and keeping accurate inventory control 

Stock has been designed to minimise the need of a paper trail when managing your 

inventory items. It provides users with the ability to manage stock across multiple locations or 

within the one location across multiple stores. This feature is very useful when you have 

multiple Point of Sale areas whereby you can sell stock from. It also allows you to manage 

stock in a storeroom, avoiding the issue of your business running out of a particular item.  

There are two ways by which stock can be managed in the system. This can be done by 

ordering and receiving or if you do not wish to use the ordering processes stock can be 

directly received into the system. 

Before the stock module can be utilised products must be setup in Admin with a link to a 

preferred supplier. For further information on setting up products and assigning them to a 

preferred supplier, please refer to the Admin manual. 

This manual will cover the following main areas of stock and inventory management  

 Setting up the purchase orders  

 Setting up the stock stores  

 Assigning stock to a store for sale   

 Creating Purchase Orders  

 Receiving purchase orders  

 Receiving stock directly from the supplier   

 Completing stock take 

 Transferring stock across stores 

 Making stock adjustments 

 Understanding the stock reports 
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Setup 

There are a few features that need to be setup in the Admin module first before the Stock 

module can be used to its fullest. 

Purchase Order Address 

Admin > Site Menu> Other Site Parameters/Setup Locations 

This feature is namely for multiple location sites whereby the address of the business may not 

match where the items are to be delivered to. It does however need to be added to single 

location sites also. The field for the stock address is location in the Other Site Parameters or 

Setup Locations screens depending on what sort of database you are running. 

You will see in the screen below that the bottom section contains an address field for 

Purchase Orders. Enter the address you wish to be displayed on the printed and emailed 

purchase orders for your site/location. 
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Automatic Purchase Order Generation 

Admin > Products/Services > Stock > Setup 

The system can be setup to automatically generate purchase order numbers. You can set 

which number this starts from to coincide with any purchase order numbers you are currently 

using. This is an optional feature and if not used, will require the entry of a purchase order 

manually each time an order is generated.  

 

1. Select whether you want purchase order numbering to be automated 

2. Set the start number 

 

3. Click on OK 

Setting up Stock Stores 

Admin > Site Menu > Other Site Parameters/Setup Locations 

You are not required to use the stock stores feature unless you have multiple forms of storage 

or sale within your place of business. This can be used for controlling stock when you have 

multiple places of sale for example Snack Bar and Pool Side Café. In many cases you will 

have one store which is referred to as the default store. This is setup when you first setup your 

Links database and all products are setup for sale from this default store.  

 

1. Select the Stock Stores tab 
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2. Make sure that the field on the right hand side is titled Add Store 

3. Enter a store name i.e. Snack Bar  

4. Click on  

5. You can have as many store as you want although you will need to set a default 

store 

Changing the default store 

To change which store is the default store click on the store you wish to set in the list on the 

left hand side 

Click on  

To save your changes make sure you save the screen with the large save icon at the bottom 

of the screen 

Assigning Stores to Tills 

Admin > Site Menu > Other Site Parameters/Setup Locations 

Once you have setup each of your stores you will also need to assign which tills will be able 

to sell stock from those stores. Please note you can only have one store allocated to a till, but 

you can have the same store allocated to many tills. For example Till 1 is assigned to the 

Snack Bar and Till 2 is also assigned to the Snack Bar, But Till 1 cannot also be assigned to the 

Pool Side Café.  

1. Select the till on the left hand side you wish to allocate to a store 

2. Select the store from the drop down menu on the right hand side 

3. Click on Update 

 



 
 

Stock User Guide January 2013 6 

 

Assign Products to Sale at a Store 

Admin > Products/Services > Products (Products Master for Multilocation sites) 

When you setup a new product you will need to assign it for sale at the appropriate stores. 

Further information on setting up new products can be found in the Admin Manual. The 

following is only guideline for allocating pricing and stock on hand to separate stores.   

When you setup a product for sale you will need to allocate which store it is available for sale 

from. You do not need to have each product for sale at every store. For example you may 

sell cans of coke at the snack bar but not at reception. 

1. Go to the Product Setup screen or Products Location screen 

 

For multi location databases you will need to select which location you are setting the item 

up for  

Note: With multi location sites you can have different prices for the same products at 

different locations. Please see the notes in the Admin Manual for further details 

2. Click on the pricing tab 

The screen should look similar to the screen below 

 

3. Select the store you wish to assign the item to 

4. Enter the sale price including the GST/TAX in the Advertised Price Field 
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5. If you wish to you can add the stock on hand at this time or later if not currently 

known 

6. Click on the  button 

7. You have now successfully allocated the product for sale at your selected store 

8. Click on the large SAVE icon to complete the process 
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Ordering and Receiving  

Order Entry 

Stock > Orders > Orders Entry 

This screen is designed to be used to enter an order into the stock system and then for 

forwarding to your supplier. The user will generate an order for each supplier and can utilise 

the inbuilt purchase order numbering or this can be overridden. The automated numbering 

system is numeric only however an alpha numeric leader can be added to the number. 

 

1. Select the Order Entry option from the Orders Menu 

2. Enter your staff ID and password 

 

3. The orders screen will be displayed (note for single locations the location filter will not 

be displayed 

 

4. Enter a purchase order leader if you wish to (for example staff initials) 

5. Browse and select the supplier you wish to place an order for 
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6. Enter the quantities you wish to order 

Please note if you enter a quantity lower than the minimum order amount set in the product 

setup a message similar to the one below will display 

 

7. Continue to complete the quantities required for each product from this supplier 
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Adding products to an order 

If a particular item is not appearing for the supplier it may be because this supplier has not 

been set as the preferred supplier. You will need to go to admin and update the product 

details for future orders 

You can add the item/s to this order by selecting the  button found on the bottom 

row of the screen. The following screen will then appear from which you can select and add 

the product from 

 

You will now see the product added to the order list 

 

Default Orders 

Saving a default order  

If you have a regular order than you place, you can save a default order for ease of data 

entry 

1. Enter the quantities you usually order 

2. Make sure that the costs are accurate 

3. Click on the  button on the bottom of the screen to save your entry as a 

default 

Retrieving a Default Order 

To retrieve a default order in future, when you enter the screen click on the  

button and the previously saved values will be retrieved. 
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Comments and Delivery Instructions 

There are two free text fields available for entering order comments and delivery instructions. 

Delivery instructions are included on the purchase order 

 

Pricing and Tax Information 

When viewing an order the screen will default to show the GST/TAX value per product and 

the cost of the product as GST/TAX inclusive.  

 

Showing the value per Item will display the GST/TAX for each product 

 

 

Showing the value per line will display the GST/TAX as a total for the line based on the 

quantity you have entered 

 

 

Showing the product cost as GST inclusive will display the cost of the item as you have 

entered in the product setup 
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Showing the product cost as GST exclusive will subtract the tax item from the item and 

display it as without the tax 

 

Including inactive products will include any products that have previously been made 

inactive. This may be useful if you are looking for an item that you expect to be in the 

suppliers list 

Emailing and Printing the Purchase Order 

Once you have completed your order you can email or print the order for your supplier. If 

you email the order the purchase order will be attached to the email as an HTML document 

which can be opened by anyone who has Internet Explorer.  

1. Complete the order including all of the quantity details and cost details 

2. Click on the  icon 

3. The Print and Email buttons will now become activated 

 

4. Select Print to print out the order so that an authorizing signature can be included on 

the order before mailing or faxing to the supplier 

Example Printed Purchase Order 
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To email the order select the  button 

Note: Your PC must be set to Email (Admin > Setup PC > Setup For PC > Can Email) 

The email address of your supplier if entered in the supplier’s setup details will be 

automatically inserted into the to field 

The purchase order similar to the one printed will be attached as a HTML document.  

Note: The approval fields will not be included as it is an electronic document 
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Altering an Order 

Until an order is received you can alter the details of the order. To find the open order select 

the  button in the order entry screen. The following search screen will 

display 

 

You can search by; 

 Date 

 Total Amount 

 Supplier 

 Staff Ordered 

 Purchase Order  

 Enter the filter as required 

 Click on the SEARCH button  

 Locate the order you wish to update 

 Double click the line or single left mouse click and click on the select button 
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Receiving an Order 

Stock > Orders > Receive 

Once an order has been entered and saved to the database you will then need to receive 

that order to update your stock on hand. You can part receive the order if required and 

make comments to the order that there are still items to be received. Once you have 

received the order in full you can also leave it to be invoice checked if required. This feature 

is designed to circumvent the need to keep the delivery docket until an invoice has arrived 

for cross checking. 

Locating an Order 

 

1. Enter your staff ID and Password 

 

The Receiving Orders screen will be displayed 

 

2. Click on the  button and the following search screen will 

be displayed 
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3. You can search by  

 Date 

 Supplier 

 Total Amount 

 Staff Ordered 

 Purchase Order number 

Use the filter to narrow down your search for order (hopefully your supplier has included your 

purchase order number for easy searching 

4. Locate the order in the list 

 

5. Double click the line to return the information to the receive screen 
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Receiving the Order 

a. Receiving too Many Stores 

 

1. Select the receiving store as Many 

 

2. Click on a row to allocate the items to a store 

You will see that when you click on the row the right hand side of the screen is activated 

 

3. Enter the quantity received in the QTY column on the far right hand side and click on 
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Note: If the order is received exactly as it is ordered you can utilize the RECEIVE ORDER IN 

FULL option. This will receive the amounts EXACTLY as ordered and you will not be able to edit 

the details 

Note: If there is a * in the retail price and on hand fields then the products has not been 

setup for sale at that store 

4. You can access the product details if required by selecting the  

button in the allocate products to store section of the screen. 

As each item is updated it will be displayed on the left hand side of the screen 

Note: As you update each row the stock on hand will be updated in the database 

 

b. Receiving to One Store 

 

1. Select the receiving store 
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2. Select the Fill Order to Receiving Store button . This will receive the 

amounts EXACTLY as ordered  

 

3. Select Yes or No 

4. Select   

Partially Receiving an Order 

At any point you can save your progress and return to the screen to complete it at a later 

time 

You will see that anything previously entered is shown in the history tab of the screen 

 

You can view the comments and delivery instruction of the order as well as add comments 

to the receiving of the order 

Comments may be useful when you have items on your order that are no longer available or 

have been backordered. 
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Entering the Supplier Sales Order Number 

Usually a supplier will supply you with a delivery docket that includes both your purchase 

order and a suppliers sales order number. For ease of searching through your past orders as 

well as matching orders to invoices Stock provides you with the ability to enter this sales 

number. The field is located in the top right hand corner of the receive orders screen 

  

This is an option field of the order system but may be very useful for future reference. 

When you receive the order enter the suppliers sales order number in the Order No field 

The invoice number and invoice checked fields will be used when checking against the 

invoice 

Checking the Order against the supplier invoice 

When the supplier sends you an invoice you usually want to check that you have been 

invoiced for what was delivered. This invoice will usually contain 3 unique numbers 

 Your purchase order number 

 The suppliers sales order number 

 The invoice number 

Sometimes the supplier does not supply your purchase order number depending on their 

systems. With Stock you can search by both your purchase order number and the supplier’s 

sales order number. 

1. To search by your purchase order number open the receive orders screen and select 

the  button 

2. Enter your purchase order number into the search field 

 

3. Click on the SEARCH button and double click the line to return it to the receiving 

orders screen 

To search by the suppliers sales orders go straight to the Supplier Details section of the 

receiving orders screen 

 

1. Enter the Suppliers Sales Number in the Order No. field 
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2. Click on  The order will be automatically returned to the screen 

3. Check the originally entered receive details against the invoice you have received 

Closing off an Order 

If you are happy to close off the order and send the invoice for payment enter the invoice 

number for future reference into the INVOICE NO. field and mark the Invoice Checked field 

Click on  and the order will now be considered closed 

You will not by default see this purchase order on the search screens unless you select the 

option  when searching for purchase orders 

Emailing and Printing the received order 

You may have an in-house procedure that requires you to show proof that the good were 

received before your accounts department or book keeper will pay the invoice. For this 

reason you have the ability to print or email the details of the order being received. Once 

you have saved the details of the order you can use the print and email button to utilize 

these features  

The email will appear with no email address so that you can email it to the appropriate 

personnel i.e. Accounts Department. 
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Receiving Directly from a Supplier 

Receive by Supplier 

If you do not wish to utilise the purchase order features in Stock you can use the direct 

receive from the supplier features. This may be useful when a supplier orders for you and you 

do not control what is actually ordered each time. 

Stock > Stock > Receive by Supplier 

 

1. Enter your staff ID and password 

 

2. The following screen will display 
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3. Search for the supplier you wish to enter stock received for

 

 

4. Enter a Receiving Store, if you have more than one store and wish to allocate this 

order to more than one store select Many otherwise select the store you wish to 

receive the order 

5. If you wish to enter a supplier order number for future reference (you can search 

using this number in the future if you wish to) 

 

6. If running a multiple location database you can chose which database you wish to 

receive stock for 

The products setup with the selected supplier as their preferred supplier will be displayed 

Note: You cannot receive stock for an item that is not setup with a preferred supplier through 

this screen 

Entering the stock received for many Stores 

1. Select the Receiving Store as Many 

2. Click on a product to activate the allocate to a store frame 

 

3. Enter the quantity you wish to receive for the product for each store if applicable 

4. Click on  to move to the next product 

Note: An * in the retail price and on hand field means that the product is not setup for sale at 

this store 
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5. Once you have completed the entry of all of the stock quantities you can add a 

comment if required by selecting the  button. The comments entry screen 

will appear 

 

6. Once you have entered all necessary details click on the  button 

Entering the stock received for One Store 

1. Select the Receiving Store 

 

2. Enter the quantity you wish to receive for the product 

3. Once you have completed the entry of all of the stock quantities you can add a 

comment if required by selecting the  button. The comments entry screen will 

appear 

 

4. Once you have entered all necessary details click on the  button 
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Emailing and Printing the Receive by Supplier Details 

For internal use you may wish to email or print what has been received from the supplier. To 

do this you must receive all of the stock and save your progress before you can email or print 

the details. Once you have saved, select either the   button. An 

example of the print out is show below 
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Stocktake  

Although links can manage your expected stock on hand at the end of the day you will still 

need to physically count your stock on a regular basis to check that what you have at your 

place of business matches what stock.link expects you to have. This is a stadard part of any 

business inventory control and is usally completed monthly.  

Printing your stock on hand report 

Firstly you need to print your stock on hand report to see what stock.link expects you to have 

on hand. There is also a blank coloumn on the report for your to write down what your actual 

stock is. For those of your that own a tablet PC for your on deck supervisors can actually 

complete stock take directly into the system and can proceed straight to the entering stock 

on hand section. 

1. Go to Reporting > Stock > Product Stock Count 

2. Select the store you wish to run the report for  

Note: If you are running multiple locations you will also need to select which location you are 

running this report for 

3. Select any filters you wish to utilise, however in most cases you will go directly to 

PREVIEW 
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The report will look similar to the one below 

 

You will see that there is a count column with no values listed ready for you to physically 

count and record your actual stock on hand. 

Complete your physical count of stock and hand ready for entry into Stock. 

Entering your stock on hand 

Now that you have your actual stock on hand amounts, which you hope exactly match your 

on hand as listed in Stock, you are ready to update the stock on hand in Stock. 

Stock > Stock > Stocktake 

1. Enter your staff ID and password 

 

The following screen will appear 
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2. Select the store you wish to update the stock on hand for 

Note: For multi location databases you will also need to select which location you are 

updating details for 

You have the option of selecting products from a supplier from the search button or leave it 

blank for all suppliers 

By default the product code and alternate barcodes are displayed, however you can only 

show the product code if the alternate barcodes field is not required 

3. Select Search Products button  

 

4. Enter the actual stock amounts as calculated by your manual count and recorded 

on your stock take report print out.  Any differences will be displayed 

5. If you wish to you can assign a comment to the stocktake for example “Inventory 

controller on holidays so completed by me instead” 

6. Once you have entered all of the amounts you will need to save the details to the 

database.  Note: Once the screen is saved the new on hand amounts are updated 

in the database 
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Once the values have been saved you can print a report of the stock take by selecting the 

 button at the bottom of the screen 

A stock take report print will look something similar to this 
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Stock Transfers 

When you are setup to have stock allocated to more than one store you may need to 

transfer stock from one store to another. You may choose to receive all of your stock to the 

default store and then allocate it to different stores or you may have different areas within 

your facility that sell the same products and you choose to move stock around when you run 

out in a particular store. 

You can choose to transfer stock from one store to another store or from one store to many 

stores. There are two different screen depending on which way you which to operate 

Transferring stock to a single store 

Stock > Stock > Stock Transfers> Stock Transfer Single Store 

  

1. Enter your staff ID and password 

  

The following screen will display 
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2. Select the location you wish to transfer from and to if applicable 

3. Select the store to transfer from and to 

The screen will now show as follows 

  

You will see that the before and after values are displayed 

The from store on hand is displayed as well as the to store on hand 

4. You will now need to enter a transfer amount for example; 

  

You will see now that the after amounts are populated with what will be the actual amounts 

after the transfer is completed 

5. Click on  to save your changes 

6. If you wish to clear the transfers then click on the  button and your 

changes will not be saved 

7. If you wish to add a comment to the transfer you can by selecting the 

 field and the following pop up box will display 
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Once your transfer amounts have been saved you can print a report usually used for 

attaching to the stock when it is physically transferred to the other location or store. 

An example of the stock transfer report looks as seen below 

  

Transferring Stock to Multiple Stores 

You may choose to receive stock to a central location and then transfer it to each location 

or store using this screen. This screen enables you to dispatch stock from a central location to 

multiple store in one process. 

Stock > Stock > Stock Transfers > Stock Transfer Multi Store 

   

1. Enter your staff ID and password 
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The following screen will appear 

  

2. Select the location the from store is located at if applicable 

3. Select the store you wish to transfer from 

The screen will now look as follows 
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4. Click on a product row to populate the store details 

 

5. Enter the stock amount you wish to transfer to each store in the transfer field on the 

right hand side 

6. Click on  to save your transfer and continue to the next product 

7. You can add comments by clicking on the  comment field and these 

comments will be saved against these transfer changes and are viewable in the 

history 

8. To view or update product details you can click on the  button 

9. Once you have completed the necessary transfers click on  to ensure all 

changes are saved to the database 

Note: transfer amounts for each item are saved to the database when you click on the ADD 

button for each product 
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Once all changes have been saved you can print a report using the  button 

A stock transfer report will look similar to the one below 
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Stock Adjustments 

Particularly for those sites selling food items it will be necessary to make stock adjustments 

(sometimes referred to as wastage).  You may also make stock adjustments when items are 

used for promotional purposes or for in house use, for example goggles are taken to be given 

to a child in swim lessons. As a user you have the ability to setup different table validated 

reasons as to why stock has been adjusted. The stock adjustment feature not only allows you 

to reduce stock on hand but also to increase stock on hand in the case for example of 

promotional stock being returned to sale stock. 

Stock > Stock > Stock Adjustment 

  

1. Enter your staff ID and password 

  

The following screen will appear 
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2. Select the location to adjust store for if applicable 

3. Select the store you wish to adjust the stock on hand for 

4. Select your reason for adjusting stock 

5. If you have not setup reasons click on the  button and the following screen will 

appear 

6. Enter a description code in the bottom section and click on apply to add it to the list 

7. To use the value close the screen and it will be available in your drop down menu 

   

For example you may have the screen look similar to the one below 

  

8. Select whether you wish to decrease or increase stock on hand 

  

9. Click on  
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The following screen will appear 

 

10. Use the filters to help your search for your products  

Note: The description field if selected as starting must contain the exact start of the product 

description. If unsure select the containing option 

11. Once you have located your product in the list, double click the item to return it to 

the list.  

Note; You can multi select items using the shift key for multiple items in sequence or ctrl key 

for random items. Hold down ctrl or shift and single left mouse click the items 
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The screen should now look something like this;

 

 

12. Enter in the adjustment amounts in the adjustments column 

13. To add a comment click on the comment field and a add any extra comments i.e. 

Summer Family Fun Day 

14. Once you have completed your adjustments click on the  button 

 

Once the transferred have been saved you can click on the  button to preview 

a report similar to the report below 
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Stock Reports 

There are a number of reports available to assist you with your inventory management. Any 

of the reports that you can print from the stock management screens can be re printed at 

anytime. You can also print a summary of these functions for example how many orders were 

processed for a particular supplier over the past 30 days. 

 

Product Stock Report 

Used for calculating the $ amount of stock on hand and well as used to assist in the physical 

process of regular stock take 

Print Product Barcodes 

This report/tool will actually assist you in printing barcodes for items that do not come with a 

pre set barcode. You may wish to print out a barcode sheet for items such as sandwiches, 

muffins etc. 

Orders History Report 

This will give you a complete summary report or any orders completed within a given 

timeframe. You can also regenerate the purchase orders details including each item that 

was ordered. To re generate the actually purchase order this is done from the orders screen. 

Orders Received History Report 

This report provides a complete breakdown of what was received against which order and 

when. This will assist you if someone has double entered stock received for example against 

an order and directly to the supplier. 

Receive by Supplier History Report 

When products are received directly into the database and not through an order they will 

be able to be reported on using this report. It will provide a complete breakdown of all items 

received as well as a summary for management overview purposes. 

Stock take History Report 

This report will provide a complete listing and breakdown of all stock takes completed over a 

given timeframe including the discrepancy amounts. 
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Stock Transfer History Report 

This report will show what items have been transferred to and from stores over a give time 

period.  

Stock Adjustment History Report 

The stock adjustment report allows you to report on any adjustments made over a give time 

period. You can sort the report by reasons setup in table validation allowing you to 

personalize how you report on stock lost or gained. 

Re Order Point Report 

This report by default will find all products that have met or fallen below their specified 

reorder point. You can also select to view all products for a more manual check of stock on 

hand that may be required to be ordered. 

Cost of Goods Sold Report 

This report will detail by your sales categories the amount of income generated along with 

the cost to you the business for those sales. Very useful for establishing profit margins over a 

given timeframe. 

 

 


