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Overview

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

Stock has been designed to minimise the need of a paper fraill 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 fo 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
e Sefting up the purchase orders
e Sefting up the stock stores
e Assigning stock to a store for sale
e Creating Purchase Orders
e Receiving purchase orders
e Receiving stock directly from the supplier
e Completing stock take
e Transferring stock across stores
e Making stock adjustments

e Understanding the stock reports
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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.

B Setup Locations &J

Location: |DEMD SITE J
Descrption: |DEMD SITE

[ Class Types T Sesziohs T Access PointsT Clazzes.\Web T e-blast T Security ]

D etailz Stock SlmesT Tillz T Templates Tﬂppoint's ! EardsT Memberships T Wizt Pazzes

Stack Shares |
KEMSINGTOM RECEFTION x
kS5 STOREROOM

Stock Store Mame:  [KENSIMGTON RECEPTION]

Update | Set To Add |

Set Store as Default

Address:
City: |
Stater |l Post Code: ,7
= 7 @ * | E
= U
Save Delete Clear Clone Clase
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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.

File Security Site Admin Setup PC POS Facility Classes | Products/Services

| Products 4
Setup Stock 3
Suppliers Services 4
[ Inactivate/Reactivate

1. Select whether you want purchase order numbering to be automated
2. Set the start number

”
B9 Setup Stock |. =NNCIN X

v Automatic Purchaze Order Mumbering

Stait; ‘1|

v OE | X Cancel

3. Clickon 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 sefup when you first setup your
Links database and all products are setup for sale from this default store.

&) adminllink N s |
File Security Admin  Setup PC

Site Details
Site Setup

Setup Locations
Setup Custemer Accounts

1. Select the Stock Stores tab
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F Class Types T Sessions T .&ccessF’ointsT Classesweb T e-blast T Security ]

Detailz &t Tills T Templates T.&ppoint'sx’cards\[ M emberships T Wizt Paszes
Stock Stores |
KEWNSINGTOMN RECEPTIOM
KS5 STOREROOHM
Stock Store Mame: |
Add
Set Store as Default
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. Clickon Add
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 Set Store az Default

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 fills will be able
to sell stock from those stores. Please note you can only have one store allocated to a fill, but
you can have the same store allocated to many fills. 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

[ Clasz Types T Sesszions T Arccess F'DintsT ClazzeswWeh T e-blast T Security ]
Details T Stock, Store&T Tills T Templates TAppoint's;’CardsT Membershipz T Wizit Pazzes

Till [ Store

ADMIN KEMSINGTON RECE.. | , .
niew best KEMSINGTON RECE... Till Clizeliz 11
TILLI KENSINGTON RECE..

Storer |KEMSINGTON RECEFTION ﬂ

Update ‘ Clear ‘
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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 informatfion on sefting 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 notf 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

File Security Site Admin Setup PC POS  Facility Classes | Products/Services

Product Master Products 3
Product Location Stock 3
Services 3

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

Notfe: 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 fo the screen below

r ~
B Product Location Setup E@éj

Product

Code:  [CHID ]

Description: |SMITHS SALT AMD VINIGAR

Location: |DEMD SITE j Set Statuz | ACTIVE

Pricing l Feporting ] Stock. ] Prerequisites ]

Pricing Add to Store
TEs: 10 % ||| Store | Priceg| OnHard Store: | |

Awvg. Cost [ex TA): $|0.91

Advertized Price [inc TAx]: §
[ Stop Overide Stock On Hand:

[~ Require User Login on Sale

[~ Require Customer/Casual Add Clear
[T Always print receipt
4 | 1 3

-Cm- = *
b= U

Save Delete Clear Clone

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. Clickonthe —** [putton
You have now successfully allocated the product for sale at your selected store
8. Click on the large SAVE icon to complete the process

N
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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.

&) stocklink A
File [Orders] Stock Mes
Order Entry |
Receive

1. Select the Order Entry option from the Orders Menu
2. Enter your staff ID and password

Authorisation required @

Staff Code: |
Passwird:

¥ 0K X Cancel

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

-
[59 Crder Entry - <MNew Entry> &J

Location:

Date:  [11SEP 2012 ol &

-

FO#: | 32 Owerride | Supplier Docket #:
p
Supplier: | J &)

Staff Ordering:  [WTOONONG WTOONONG Search Open Orders & Active Products ONLY

" Include Inactive Products

Clear | | | ‘ ‘ X Cancel |

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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B9 Order Entry - <New Entry> i 1 u
Locatiors [DEMD SITE ] Date:  [115EP 2012 il (“' Walue per ltem

" Walue per Line
PO ILJ 32 Dverridel Supplier Docket #: | -
 TaX Inclusive

Supplier:  [SMITHS CHIPS ]  TEx Exclusive

Search Open Orders | & Active Products OMLY

Staff Ordering: |WTDDNDNGWTDDNDNG .
" Include Inactive Products

Praducts | Comments / Delivery Instructions

Product Code Description He%roc!ﬁ[ Quantity]  Cost. $| Ta=$| Total § T 2% Active

p |CHIO2 TWISTIES CHEESE 0 1.000 009 10/
CHIO3 SMITHS SALT AND VINIGAR 0 1.000 009 10y
CHIO4 SMITHS CHEESE AND OMION 1] 1.00) 009 10y
CHIOS SMITHS BURGER RINGS 0 1.000 009 10)Y
CHIOR SMITHS CHICKEN 0 1.000 009 10y
CHIO? SMITHS ORIGINAL 1] 1.00) 009 10y
CHIOZ SMITHS BBOQ 0 1.000 009 10)Y
CHIO9 DORITOS MACHO CHEESE 0 1.000 009 10y
CHI10 DORITOS CHEESE SUPREME 0 1.000 009 10y

ol | 2l
Save Default Get Default Add Product
Order Order to List Clear | Print | Email | Save | Save + Closel X Cancel |

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

Products | Comments / Delivery Instructionsl

r 1

[ Linksstock . . =)

Praduct Cade Descriph ] 2| Active
# |CHIo2 TwiSTI . - , ) Y

CHIOS SMITHS \ The Minimum Order for Product "TWISTIES CHEESE' is 50, v
CHIo4 SMITHS . Y
CHITE SHITHS You have only ordered a quantity of 10, v
CHIOE SMITHS . . ] id
CHITT SMITHE 'El:rls r|1;1:ry effect the cost, so it is recommended you check with your v
CHIoS SMITHS PRRsr v
CHIog DORIT id
CHIT0 DORIT Y

| [ ok |

7. Contfinue 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

Add Product
You can add the item/s to this order by selecting the telist | 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

Froducts ] Comrments # Delivery Instructions
Product Cade Description He%{g}:[ Quantity|  Cost, §| T&<$| Total $ Tax | bctive
CHIO2 TWISTIES CHEESE a 10 1.000 0.09 10.00 10[Y
p _|CHIO3 SMITHS SALT AMD WINIGAR a 1.00f  0.09 10¥
CHIO4 SMITHS CHEESE AND ONION a 1.00f  0.09 10}y
CHIOS SMITHS BURGER RINGS a 1.00f  0.09 10}Y
CHIOE SMITHS CHICKEN a 1.00f  0.09 1a)y
CHIO? SMITHS ORIGINAL a 1.00f  0.09 10}y
CHIOZ SMITHS BEO 0 1.00f 0.09 1a)y
CHIOg CORITOS MACHD CHEESE 1] 1.000 000 1a)y
CHIT0 DORITOS CHEESE SUPREME a 1.00{ 000 100 |
B3 Supplier Products . Ié
[ - B
<]
= ProductCode D escription Cost MinirnmumOrder |
CHIO2 TwISTIES CHEESE 1 50
CHIO3 SMITHS SALT AND WINIGAR 1 50
CHIO4 SMITHS CHEESE AND OMI.. 1 50
) CHIOS SMITHS BURGER RINGS 1 50
rrr——— CHIOE SMITHS CHICKEN 1 50
CHIO? SHITHS ORIGINAL 1 a
CHIOg SMITHS BBQ 1 50
CHIOg DORITOS MACHO CHEESE 1 50
CHIT0 DORITOS CHEESE SUPRE... 1 50

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
Save Default
3. Click on the Drder button on the bottom of the screen to save your entry as a
default

Retrieving a Default Order

Get Default
To refrieve a default order in future, when you enter the screen click on the Drder
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

Products | Comments / Delivery Instructions

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.

* %Yalue per ltem
" %alue per Line

v Tax Inclusive
{7 Thix Exclusive

(o Active Products DMLY
" Include Inactive Products

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

Product Code D escription He%:'jﬁ: Quantity]  Cost, $| Tax$|  Total § T %|Active
CHINZ TwISTIES CHEESE 0 10 1000 009 10.00 100y
CHIN3 SKITHS SALT AMD YINIGAR 0 a0 1000 009 hO.00 1)y

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

Praduct Cade Drescription HE?:,[DE!E[ Cuantiby]  Cost, §| TAX 4 Tatal, § Tl ElActive
CHIOZ TwISTIES CHEESE i 10 1.000 091 10.00 10[%
CHIO3 SMITHS SALT AMD YIMIGAR i 50 1000 455 50.00 100%

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

Froduct Cade D ezcription HB'D:,[DE:E{ Quantity]  Cost, §| TA=$| Total, § TAX ¥|Active
CHIOZ TWwISTIES CHEESE 0 10 1.000 009 10.00 10
CHIO3 SMITHS SALT AMD YINIGAR 1] 50 1.000 009 50.00 100%
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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

Froduct Code Description HE?:,'DE:E[ Guantity]  Cost, §| TA=$] Total § TAX % |Active
CHIOZ TWISTIES CHEESE 0 10 091 009 10.00 10[Y
CHIO3 SMITHS SALT AND VINIGAR 0 A0 091 009 50.00 100

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 Bt

3. The Print and Email buttons will now become activated

Print E mail

icon

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

PURCHASE ORDER

Sender :

Demo Health Club

A

EIM: 1234567850

To Supplier :

SMITHS CHIPS

Staff Member : WTOONONG WTOONONG
Date ofOrder : 12 SEP 2012
Purchase Order#: 33

Item Code Item Description

CHIO2 TWISTIES CHEESE

CHIO3 SMITHS SALT AND VINIGAR
CHID4 SMITHS CHEE SE AND ONION
CHIOS SMITHS BURGER RINGS
CHI06 SMITHS CHICKEN

CHIO? SMITHS ORIGINAL

CHIO8 SMITHS BBQ

CHIOG DORITOS NACHO CHEESE
CHI0 DORITOS CHEESE SUPREME
TOTAL:

*=ltem Value is Inclusive of TAX

Total Order Amount $450.00

Approval :

Date ! !

Stock User Guide
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1
1
1
1.
1
1
1
1

Item Quantity 1tem Value
0

Line Total
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00

450.00
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To email the order select the ﬂ 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 o the one printed will be atftached as a HTML document.

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

[ Email : Purchase Order Request (Purchase Crder No: LI 32) u

Email To: I

Subject : IPurchase Orderfrom Demo Health Club

Message:

PURCHASE ORDER

To Supplier :

SMITHS CHIFPS

Purchase COrder No: LJ 32
Date of Purchase Order : 11 Sep 2012

Purchase Crder has been attached.

Regards

WICCNCNG WICCNCHG

Demo Health Club

1 EENSINGTCON STREET
FENSINGTCH VI 3031

4 3

Send Cancel

Stock User Guide January 2013
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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

Search Open Orders

the button in the order entry screen. The following search screen will
display
- — = ———————
3. Search For Purchase Order u
Up
Down
Show Al
Search
Select
‘ Fram D ate: I LI Tao Date: I i” ‘ Total §: I ‘
| ‘ Supplier: ‘ ‘ PO #: | | ‘
" Starting Staff Ordlered: @ NOT Irwoice Checked
" Containing taff rdered: [/ TOONONG WTOONONG —I " ALL Purchase Orders
C |
== Only Orders that have no Stock Received will be shown. S

You can search by;
e Date
e Total Amount
e Supplier
e Staff Ordered
e Purchase Order
e Enter the filter as required
e Click on the SEARCH button
e |Locate the order you wish to update

e 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 sfill items fo be received. Once you have
received the order in full you can also leave it fo 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

&) stocklink '
File [Orders] Stock  Mes
Order Entry
Receive

1. Enter your staff ID and Password

Authorisation required =]

Staff Code: ||
Pasgward:

¥ 0K X Cancel

The Receiving Orders screen will be displayed

53 Receiving Order <New Entry> @E‘ﬁ
Location:  |[ESTERERE ~ | Date Ordered: | (® Tax Inclusive
() T Evclugive
Receiving Store:  [<Manys> - PO% |
5 Docket #:
Search Purchase Orders | Supplier: |
Ireoice Mo:
Staff Receiving:  [WTOONONG WTOOMOMG Staff Ordered. | Search

| ‘ Clear X Cancel

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

be displayed
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~ -
[5. Search For Purchase Order

Down

Show All

Search

Select

‘ From D ate: I il To Date: I ﬂH Total $: I ‘

‘ Supplier: ‘ ‘ PO #: I I ‘
£ NS Ordered [WTODNONG WIOONONG £ NOT Inveiee Checked
" Containing Al e —I " ALL Purchase Orders
LCancel

== Only Orders that have no Stock Received will be shown.

3. You can search by
e Date

e Supplier

e Total Amount

e Staff Ordered

e 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 orderin the list

[ Search For Purchase Order

_ -  —

PurchazeOrder # | Ao Mbr | D ate | Supplier | Staff Ordered | Totall Invoice Checked
Ll 32 11 Sep 2020538 prm SMITHS CHIFS WTOOMOMG WTO. 41000 Ma

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

i E] hl
B4 Receiving Order <New Entry> E@g

Lacation: |DEMD SITE _+| Date Ordered: |11 SEP 2012 @® TexX Inclusive
() T&¥ Exclusive

) Diacket #: I—
Search Purchase Orders | Supplier: |5M| vvaice N
rvaice Mo I—

Staff Receiving: IWTDDNDNG WTOOMONG Staff Ordered: IWTDDNDNG WTOONONG [ Inwoice Checked Search |

Receiving Store: |<<Many>> j FOt: IL“J |32

Products | Comments / Delivery Instructionsl History I

Product Code | Description o deruetg -stuatﬁ dDinugt ;oet:\lf%ty Hec%'tﬁ Cost$| Tat
[Sl|cHI02] TWISTIES CH 10 10/0 1.00
SMITHS SAL1 50 50(0 1.00
SMITHS CHEI 50 50(0 1.00
SMITHS BLUR 50 50(0 1.00
SMITHS CHIC 50 50/0 1.00
SMITHS ORIC 50 50(0 1.00
SMITHS BEQ 50 50(0 1.00
DORITOS M 50 50(0 1.00
DORITOS CH 50 50(0 1.00
| [ | [ [ | [ [
d 0
43 Frint | Ernail | Clear Save Save + Close| 2 Cancel
L. - a4

1. Select the receiving store as Many

5 Receiving Order <New Entry> e
Location: IDEMD SITE j
Receiving Store: |<<Many)> ;I

KENSINGTON RECEPTION
K55 STOREROOM

2. Click on arow 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

Products | Comments / Deliverylnstructionsl Historyl

| Product Cade: ICHID2
o ol Tor [TWISTIES CHEESE
Recv'd 3
: -+ Cost: $[1.00 TaxX: $[0.09 Tedz 10
SMITHS SALT -
SMITHSCHEI 50 500 .00 Store i I
SMITHS BUR 50 50/0 1.0 KENSINGTON RECEF 200 0
SMITHSCHIC, 50 50(0 1.00 k5% STOREROOM x 5
SMITHSORIC. &0 50(0 1.00
SMITHS BEQ 50 50[0 1.00
DORITOS NA 50 50(0 1.00
DORITOS CH 50 50[0 1.00 I I I I ]
*
I | | | I I I I Add | Clear Quantities Cancel
4 »
_I_I _I Product Details »»

3. Enter the quantity received in the QTY column on the far right hand side and click on
Add
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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 Fhoslt Diclls »o

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

Products l Comments / Delivary Instructions] Histary ]

Product Code:  |CHID4
Product Code | Description Qtyl Gty Dul Tl:lla|lﬂty Qlt_',J Cost$| Tot |5M|THS CHEESE AMD OMIOM
Ordered| -standing| Recv'd | Recy'd .
CHIDZ TWISTIESCH| 10 010 ] I I T Cost: $1.00 Ta< $j003 Tax 10
CHIO3 SMITHS 5411 50 0{50 50 1.00| & Fietail on
3 SMITHS CHEI| B0 50[0 1.00 Stare Pice$| Hand M
CHIDS SMITHS BEUR a0 50(0 1.00 } |FENSINGTOM RECEF 200 7]
CHIDE SMITHS CHIC a0 50(0 1.00 K55 STOREROOM ] ]
CHIO? SMITHS ORIC 50 50|00 1.00
b. Receiving fo One Store
[ B9 Receiving Order <Mew Entry> 0| B S| )
Location:  |DEMO SITE =] Date Ordered:  [17SEF 2012 (@ Tax Inclusive
() T Exclusive
Receiving Store: PO#: |LJ 32
Docket #:
Search Purchase Orders ‘ Supplier: |5M| )
Invoice Mo
Staff Receiving: |WTUDNUNG WTOONONG Staff Ordered: |WTUDNDNG WTOONOMG ™ Irvoice Checked Search
Products l Comments / Delivery Instructions] Histary ]
Product Code Description D[de[uetﬁ -stu‘;ﬁdninug: ;gf\[gty Flec%'tg Cost 3 Total.$| Tae/tem.$| Tax %) OnHand
p _|CHIOZ TwISTIES CHEESE 10 10{0 1.00 0.03 10
CHINZ SMITHS SALT AND WIMNIGA i 50(0 1.00 0.03 10
CHIn4 SMITHS CHEESE AWD ONI 50 50(0 1.00 0.03 10
CHING SMITHS EURGER RINGS 50 50(0 1.00 0.03 10
CHIDE SMITHS CHICKEN i 50(0 1.00 0.03 10
CHIO? SMITHS ORIGINAL 50 50(0 1.00 0.03 10
CHIng SMITHS BEQ 50 50(0 1.00 0.09 10
CHIng DORITOS NACHO CHEESE i 50(0 1.00 0.03 10
CHI1O DORITOS CHEESE SUFRE 50 50(0 1.00 0.03 10
| | | | | | | | [ |
Fill Order ta
43 Receiving Store Frint | Email | Clear | Save | Save+Elose| X Cancel |

1. Select the receiving store
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[5 Receiving Order <New Entry>
Location: |DEM|] SITE ﬂ
Receiving Store: |<<Many>> ﬂ

KENSINGTON RECERTION
K55 STOREROOM

Fill Order to
2. Select the Fill Order to Receiving Store button | FReseringstare | This will receive the

amounts EXACTLY as ordered

LinksStock

&l

Are you sure you want to allocate this entire Purchase Order Stock to the Store
‘KENSIMGTOM RECEPTION'?

Yes | Mo

3. Select Yes or No

4. Select SEE

Partially Receiving an Order

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

fime

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

Products ] Cormmentz / Delivery Instructions

Store Date Froduct Code | Description

FEMSINGTOM RE... 11 Sep 2012 CHID2 TWISTIES CHEESE
FEMSINGTOMN RE... 11 Sep 2012 CHIO2 TWISTIES CHEESE
FEMSINGTOMN RE... 11 Sep 2012 CHIO3 SHMITHS SALT AND WIMI..

1000 WTOOMOMG WTOOMC
10,00 WTOOMONG WwWTOOMC
50.00 *TOOMONG WwWTOOMC

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.

Products | Comments / Delivery Instructions§| Histary ]

Stock User Guide
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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

Docket #: |

Inwaice Ma: |

[ Invoice Checked Search
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

e Your purchase order number

e The suppliers sales order number

e 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

Search Purchaze Orders

the button
2. Enter your purchase order number into the search field
PO #: |

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

Docket #: |

Irevoice Mao: |
[ Invaoice Checked Search

1. Enter the Suppliers Sales Number in the Order No. field
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2. Clickon Search 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 Save 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
(+ NOT lrwoice Checked

option | ALLPurchase Orders 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 Print Emai

The email will appear with no email address so that you can email it to the appropriate
personnel i.e. Accounts Department.

ORDER RECEIVED
PURCHASE ORDER #: 33

Location : DEMC SITE
Date: 12 Sep 2012
StaffReceiving : WTOONONG WTOONONG

Supplier Details :
SMI
Supplier Order No :
Supplier Invoice MNo:

Inwvoice Checked : NO
StaffOrdered : WTOONONG WTOONONG

Store: KENSINGTON RECEPTION

) L . Value
DateTime Product Code Description Quantity Cost Received
12 Sep 2012 |CHIDZ2 TWISTIES CHEESE 50 1.00 50.00
12 Sep 2012 | CHID3 SMITHS SALT AND VINIGAR 50 1.00 50.00
12 Sep 2012 | CHID4 SMITHS CHEESE AND ONION 50 1.00 50.00
12 Sep 2012 | CHIDS SWITHS BURGER RINGS 50 1.00 50.00
12 Sep 2012 | CHIDG SMITHS CHICKEN 50 1.00 50.00
12 Sep 2012 CHIOT SMITHS ORIGINAL 50 1.00 50.00
12 Sep 2012 |CHIDS SNITHS BBQ 50 1.00 50.00
12 Sep 2012 | CHID9 DORITOS NACHO CHEESE 50 1.00 50.00
12 Sep 2012 | CHIM10 DORITOS CHEESE SUPREME 50 1.00 50.00

Total Received at KENSINGTON RECEPTION @ 450,00

Grand Total Received : 450.00
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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

&) stock.link - . ™
File Orders [Stock] Messages

Receive by Supplier
Stocktake

Stock Transfer 3
Stock Adjustment

1. Enter your staff ID and password

Authorisation required @

Staff Code: ||

Pasgword: |

¥ Ok | . Cancel |

2. The following screen will display

- -
[4. Stock Receiving <MNew Entry> &J
Supplier: || J Search Previous )
. Stock Received @ Tax Inclusive
Locsicy | DEMO SITE j (01 Thx Exclusive
Receiving Store: | <<Manys s hd
Staff Receiving:  [WTOONOMG WTOONONG
Supplier Order #: |
Clear X Cancel
| -
Stock User Guide January 2013
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3. Search for the supplier you wish to enter stock received for
Supplier: || J

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 entfer a supplier order number for future reference (you can search
using this number in the future if you wish to)

-
[9. Stock Receiving <MNew Entry>

Supplier: || J Search Previous
) Stock Received
Location: |DEMD SITE ﬂ

Receiving Store: |<<Many>> j

Supplier Order #: |

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

. Oty Product Code: |I:HID2
Product Cade Dezcription Recei Cost.$| Total$
ecelving
(3l CHIO2 TWISTIES CHEESE 1.00 |TWwISTIES CHEESE
CHIO3 SMITHS SALT AND VINIGAR 1.00 Cost: [1.00 Tax $f00a Taxz [in
CHIOd SMITHS CHEESE AND OMION 1.00 : i
CHIOS SMITHS EURGER RINGS 1.00 Share Pfi‘géa:g Haag Gy
CHIOR SMITHS CHICKEN 1.00 :
CHID? SMITHS ORIGINAL 1.00 R = o I <1 1
FHINg SMITHS RN T 25 = AR

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

4. Clickon Add tfo 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

Add
comment if required by selecting the  Cemment | pbytton. The comments entry screen

will appear

B Links 5

Enter yaur Receive by Supplier Comment:

¥ DK X Cancel

6. Once you have entered all necessary details click on the — >*** | putton
Entering the stock received for One Store

1. Select the Receiving Store
[ = Stock Receiving <New Entry> =)

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

Supplier.  [SMITHS CHIPS [ [ ecomt oo .
) Stock Received (@ T Inclugive
Lacstio |DEMD SITE j () Tax Exclusive
Receiving Store: KEMSINGTOM RECERTION
Staff Receiving: |WTDDNUNG WTOOMONG
Supplier Order #: |
Product Code Description Heceiviuntg Cost$ Total$| TaxdAtem$] Ta
p |CHIOZ TWISTIES CHEESE 1.00 0.09
CHID4 SMITHS CHEESE AMD OMION 1.00 0.09
CHIOS SKMITHS BURGER RINGS 1.00 003
CHIOB SMITHS CHICKEM 1.00 0.09
CHIO? SkITHS ORIGIMAL 1.00 0.09
CHIOZ SMITHS BEQ 1.00 0.09
CHIDS DORITOS MACHO CHEESE 1.00 0.09
CHI0 DORITOS CHEESE SUPREME 1.00 009

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

Add
comment if required by selecting the _temment | bytton. The comments entry screen will

appear

By Links [EEk

Erter your Receive by Supplier Comment;

« 0K X Cancel

4. Once you have entfered all necessary details click on the

Stock User Guide January 2013
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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

example of the print out is show below

Stock Receiving Report for
Supplier: SMITHS CHIPS
At Location : DEMO SITE

Supplier Order # : 254744

Performed by WTOONONG WTOONONG

0On 12 Sep 2012 02:46 pm

Store: KENSINGTON RECEPTION
Product Code Description

DateTime

12 Sep 2012
12 Sep 2012
12 Sep 2012
12 Sep 2012
12 Sep 2012
12 Sep 2012
12 Sep 2012
12 Sep 2012

CHI02
CHIO4
CHIOS
CHIOB
CHIO7
CHIO8
CHI09
CHIMO

TWISTIES CHEESE

SMITHS CHEESE AND ONION
SMITHS BURGER RINGS
SMITHS CHICKEN

SMITHS ORIGINAL

SMITHS BBQ

DORITOS NACHO CHEESE
DORITOS CHEESE SUPREME

Total Received at KENSINGTON RECEPTION :  $190.00

Grand Total Received : $190.00

Stock User Guide
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Cost

1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00

E mail

Value
Received
50.00
20.00
20.00
20.00
20.00
20.00
20.00
20.00
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Stocktake

Although links can manage your expected stock on hand atf the end of the day you will still
need fo 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 fo utilise, however in most cases you will go directly to
PREVIEW

-
[ Product Stock Count

Prrint

Location:  [DEMO SITE | Sotby:  [Product Code >

Expart
EIGIC | F NS ING TON RECEPTION [% Prirt &ctive Products

Graph

Code | Diezcription |

Preview ...

Cloze

[Tl g

Ligt Products Clear
C
Code | Diezcription |
L UsPosions | [ =]
C
Product Category Type: | J
Code | Sub Category
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The report will look similar to the one below

Product Stock Count for

LOCATION : DEMO SITE STORE : KENSINGTON RECEPTION

Sorted By : Product Code

Product Code Product Description Active
CHIO3 SMITHS SALT AND VINIGAR A il
CHI04 SMITHS CHEESE AND ONION Y
CHIO05 SMITHS BURGER RINGS A il
CHI08 SMITHS CHICKEMN Y
CHIOT SMITHS ORIGINAL A il
CHIoa SMITHS BBQ Ll
CHIOS DORITOS NACHO CHEESE Y
CHI10 DORITOS CHEESE SUPREWME i

On Hand Costs
100 0.91

50 0.91

50 0.91

50 0.91

50 0.91

50 0.91

50 0.91

50 0.91

Value,$
91.00
45.45
45.50
4550
45.45
45.50
45.50
4550

Count Supplier
SMITHS CHIPS
SMITHS CHIPS
SMITHS CHIPS
SMITHS CHIPS
SMITHS CHIPS
SMITHS CHIPS
SMITHS CHIPS
SMITHS CHIPS

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. Enfer your staff ID and password

Authorisation required @

Staff Code: ||
Password:

v OK | X Cancel |

The following screen will appear

5 StockTake

= | B |

Location:  |[ERTEENTS ¥ Shaw Alternate Barcodes

Search Products

Store: |

Lo

Supplier: |

Clear | ‘

&+ Active Products OMLY
" ALL Products

Staff : WTOOMOMG WTOOMONG

| X Cancel

Stock User Guide January 2013
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2. Select the store you wish to update the stock on hand for

Notfe: 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 buttonl.

Search Products

-

B StockTake = | B S
Location: | DEMD SITE ~| ¥ Showltemate Barcodes P p—
Store:  |KEMSINGTOM RECEPTION ~ " ALL Praducts
‘ Search Products
Supplier: |SMITHS CHIFS J = Staff  WTOONONG WTOONONG
Praduct Code BarCode Description On Hand Actual| Difference| Comment
p _[CHIO 9317372002664 DORITOS CHEESE SUPREME 50
CHID3 9317372002671 DORITOS MACHD CHEESE 50
CHIDz 9310015113033 SMITHS BEQ 50
CHIDG 9310015212086 SMITHS BURGER RINGS 50
CHIod 33008111327 SMITHS CHEESE AND ONION 50
CHIOE 3310015111020 5MITHS CHICKEN 50
CHIO? 9310015110214 SMITHS ORIGINAL 50
CHID3 9310015226755 SMITHS SALT AND VINIGAR 100
CHIo2 9310015210068 TWISTIES CHEESE 30
K1 I i
Add Comment | Clear | | Save | Save + Close | * Cancel |

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
conftroller 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. Notfe: 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

Print button at the bottom of the screen

A stock take report print will look something similar to this
StockTake Discrepancy Report for
Location : DEMO SITE Store : KENSINGTON RECEPTION
As at 12 Sep 2012 04:35 pm

The following report shows the Products where a discrepancy has been found
between the Stock OnHand and the Actual Amount counted.

on

Product Code Description Hand Actual  Difference Comment
CHIH0 DORITOS CHEESE SUPREME 110 100 -1

CHI0g DORITOS NACHO CHEESE 114 110 -4

CHIOS SMITHS BURGER RINGS a5 04 -1

CHI04 SMITHS CHEESE AND ONION 86 89 3

CHIOG SMITHS CHICKEN a0 88 -2

CHIOT SMITHS ORIGINAL a3 04 1

CHI02 TWISTIES CHEESE 123 120 -3

MNbr Products with

Discrepancies
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Stock Transfers

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

® socine I

File Orders [Stock] Messages Help

Receive by Supplier
Stocktake

Stock Transfer » Stock Transfer Single Store
Stock Adjustment Stock Transfer Multi Store

1. Enter your staff ID and password

Authorisation required @

Staff Code: |

Password: |

v 0K | X Cancel |

The following screen will display

r ol
[ Stock Transfer [ =aec ﬂ

From Locatior:  |{ElE[EETR]S i

o Losaten |DEMD SITE ﬂ Show Product
From Store: ‘ j Ta Store: ‘ j Details »>

Staff . WTOONONG WTOONONG

Clear Screen X Cancel
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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

[ Stock Transfer =naes x|
From Location:  [DEMOD SITE | Tolocation:  [DEMO SITE =] o Produc
Details »»
Fram Stare: |KENS\NGTDN RECEFTION ﬂ To Store: |KSS STOREROOM j s
BEFORE AFTER
Product Code Description Floann?_‘tg:a TDDn?-ItE:::I Transfer meASct:?L:ea:l TDAS::?L:E_j
CHIOg SMITHS BEO 50 a
CHIOG SMITHS BURGER RINGS 40 a
CHID4 SMITHS CHEESE AND ONION 51 a
CHIOB SMITHS CHICKEN 50 a
CHIO? SHITHS ORIGINAL 48 a
CHIOZ SMITHS S4LT AND VINIGAR a9 o

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;

7 )
5 Stock Transfer =NE X
Fram Lacation: |DEMD SITE j To Location: |DEMD SITE j Show Product
Details »»
From Store: [ KENSINGTON RECEFTION = ToStore:  |K55 STORERDOM | =
BEFORE AFTER
- Fram Store: To Store: From Stare: ToStore:] &
Product Code Description OrHand OnHand Tranzfer Actudl ctual J
CHIDS SMITHS BEQ 50 0 20 30 20
CHIDS SMITHS BEURGER RINGS 40 0 10 30 10
CHID4 SMITHS CHEESE AND ONION 51 0 30 21 30
CHIDE SMITHS CHICKEM 50 1] 25 25 25
CHID? SMITHS ORIGINAL 48 0 20 28 201
CHID3 SMITHS SALT AND VINIGAR 83 0 40 49 401

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

5. Clickon  °*% o save your changes

Clear Transfer button and your

6. If you wish to clear the fransfers then click on the
changes will not be saved

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

Add Comment  fielq and the following pop up box will display

I Links X

Enter pour Stock Transfer Comment:

v 0K X Cancel
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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

Stock Transfer Report

Staff : WTOONONG WTOONONG
From Location : DEMO SITE
From Store : KENSINGTON RECEPTION

Products that have been transfered :

Product Code Description

CHI08 SMITHS BBQ

CHIOS SMITHS BURGER RINGS
SMITHS CHEESE AND

CHI04 ONION

CHIO& SMITHS CHICKEN

CHIO7 SMITHS ORIGINAL

Transferring Stock to Multiple Stores

You may choose to receive stock to a central location and then fransfer it o each location
or store using this screen. This screen enables you to dispatch stock from a central location to

multiple store in one process.

Date: 12 Sep 2012
To Location : DEMO SITE
To Store : KSS STORERCQOM

From To
Store Store Transfer
OnHand OnHand

100 15 10
94 10 10
89 30 10
88 25 10
94 20 10

Stock > Stock > Stock Transfers > Stock Transfer Multi Store

@ socins I

File Orders [Stock] Messages Help

Receive by Supplier
Stocktake

Stock Transfer 3 Stock Transfer Single Store
Stock Adjustment Stock Transfer Multi Store

1. Enter your staff ID and password

Authorisation required @

Staff Code: |
Password:

v OK | X Cancel |

Stock User Guide
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The following screen will appear

- N
[3 Stock Transfer Multi Store lilﬂlﬂ
From Location:  |DEMO SITE ~| Staff:  WTOONONG WTOONONG
From Store: | j

‘ | | X Cancel

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

F hl
[ Stock Transfer Multi Store E@ﬂ
From Location: | DEMO SITE | Staff:  WTOONOMG WTDONONG

From Stere:  [K55 STOREROOM |
Product Code Deszcription DESLDAE Transzfer Dnlﬂ:’z
COKET Coke 50
Coko2 COCA COLA il
F2000 Can of Coke 114
GT GYM TOWEL 0
GYMTWLBL Gym Towel Black 20
F123456 FIT BaLL a7
P112233 FRODUCT TEST 0

P |WATOI 2345678 test 25
1CE10 CaLIPFO 0
CoKo COKE DIET COKE 0
CoKo3 COKE WaNILLA COKE 0
CHIOR SMITHS BEQ 20
CHIO& SMITHS BURGER RINGS 10
CHIO4 SMITHS CHEESE AND OWION 30
CHIOE SMITHS CHICKEN 25
CHIO? SMITHS ORIGINAL 20
CHIO3 SMITHS SALT AND VINIGAR a0

| | |
Add Comment | Clear | Save Save + Cloze X Cancel
| = a4
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4. Click on a product row to populate the store details

i
[ Stock Transfer Multi Store Elﬂlg
From Lacation:  |DEMO SITE ;I Staff:  WTOOMOMNG WTOONOMNG
Frarm Store: OREROOM
— e After] || Product Code:  [CHIOS
Product Cade Description OrHand Transfer OrHand
COKET Cake £l [sMITHS BBQ
E0kD2 COCA COLA ElL From Store OnHand: |2D
F2000 Can of Coke 114
GT GYM TOWEL 0 Store Befors| oo | After
GYMTWLBL Gym Towel Black 20 OnHand OnHand
P123455 FIT BALL 87 » _|DANDEMOMG SPOF|  -195
P112233 PRODUCT TEST 0 KENSINGTON RECE 30
WAT 0912345678 test i MELBOURNE MUSI[ 135
1CE10 CALIPPO 0
COKOM COKE DIET COKE 0
COK03 COKE WaNILLa COKE 0
CHIOS SMITHS BURGER RINGS 10
CHIO4 SMITHS CHEESE AMD ONION 30
CHIOE SMITHS CHICKEN 25 I I I I I
CHIO? SMITHS ORIGIMNAL 20
CHIO3 SMITHS SALT AND VINIGAR 40 *
Add | Clear Transfers Cancel
I I I | Product Details »> |
Add Comment | Clear | Pririt | Save | Save + Closel X Cancel |

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

6. Click on Add

to save your fransfer and continue to the next product
Add
7. You can add comments by clicking on the _ tomment | 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 Flelys; PEEseD button

Save

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

A stock transfer report will look similar to the one below

Stock Transfer Report
From Location: DEMO SITE

Performed by WTOONONG WTOONONG

On 12 Sep 2012 04:41 pm

Transferred From Store : KSS STOREROOM

Product Code

CHI04
CHI0S
CHIOS
CHIOG
CHIOS

Description

SMITHS CHEESE AND ONION
SMITHS BURGER RIN GS
SMITHS BURGER RIN GS
SMITHS CHICKEN

SMITHS BBQ

Transferred To the following Store(s) :

To Store: KENSINGTON RECEPTION

Product Code

CHI04
CHI0S
CHIOS
CHIOB
CHIOB

Stock User Guide

Description

SMITHS CHEESE AND ONION
SMITHS BURGER RIN GS
SMITHS BURGER RIN GS
SMITHS CHICKEN

SMITHS BBQ

January 2013

Before
OnHand
40

20

20

35

Before
OnHand
79

104

84

78

an

A button
Transfer After
(Remove) OnHand
35 5
20 0
0 20
35 0
25 0
Transfer After
(Add) OnHand
35 114
20 124
20 104
35 113
25 115

35
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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

&) stocklink A W 2
File Orders [Stock] Messages
Receive by Supplier
Stocktake
Stock Transfer 3
Stock Adjustment

1. Enter your staff ID and password

Authorisation required @

Staff Code: |

Password: |

v 0K | X Cancel |

The following screen will appear

- -
B Stock Adjustment o] B e )

Location: JEMO 5
+ Reduce Stock OnHand

Store: | j Find Products
" Increase Stock OnHand

Reason: | j

Staff - WTOONOMNG WTOONOMNG
Clear X Cancel
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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 onthe " 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
f B4 Table Maintenance g
SubiECt [5TOCK ADJUSTMENT REASONS -]
Description | Comments | Status*l
DAMAGED MOT SUITABLE FOR RESALE Active
enor data entry eror Active
free free Active
“Wastage Active
Add New Value |
—Add New Value
Description’,
Code:
Details: Apply |
Clear |
Staus [acge <]
Close |

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

5 Stock Adjustment

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

% Reduce Stock OnHand

" Increasze Stock OnHand

. Find Products
9. Clickon

Stock User Guide
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Lacation: [ DEMD SITE =l
Stare: IKENSINGTDNHEEEPTIDN ;I
Reazon:  |free LI |
DaMaGED
Errar
Wastage
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The following screen will appear

i -
~R o S
Up
Down
Show &l
oAl Lo IDEMD SITE ;I [ Al Products / Services Search
Store: -
% Product are IKENSlNGTDN RECEPTION _I [ All Stares
= Semvice Code: I
L) il p . & Starting Select Al
Description:  Containin
{ Visit Pazs d
er: Select
[ Inc. Inactive Supplier: elec
Columgs | Cost §: I equals ;I I
SKEW: | PLU: | SIZE: | Cancel | |

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

Stock User Guide
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The screen should now look something like this;

-
Ey Stock Adjustment =] B
Locatior: [ DEMO SITE -]
{* Reduce Stock OnHand
Store:  |KEMSINGTOM RECEPTION -] Find Products
" Increase Stock OnHand i
Reasorn: |free j
Product Code Description OnHand|  Adjustment Actual| Comment
p |CHIDZ TwISTIES CHEESE 28
CHIN3 SMITHS SALT AMD WINIGAR 54
CHID4 SMITHS CHEESE AMD OMION 21
CHING SMITHS BURGER RINGS 30
CHING SMITHS CHICKEM 25
CHIO? SMITHS ORIGINAL 28
CHINg SMITHS BBO 35
CHIDg DORITOS MACHO CHEESE 49
CHI1D DORITOS CHEESE SUPREME 45

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 Print button to preview

a report similar to the report below

Stock Adjustment Report for
Location : DEMO SMTE  Store : KEMSINGTON RECEPTION
As at 11 Sep 2012 06:12 pm
Reason for & djustment: free

The following report show s the Producs Adjustments that hawe besn propessed,

Produd Code  Descipiion COnHamd Adjusiment Achual Comment
CHOzZ TWISTIES CHEESE 8 ] 23
CHO3 SMITHS SALT ANDVINGAR M 3 49
CHO4 SMITHS CHEESE AND ONION 2 ] 16
CHOS EMITHE BUREER RINGS | 5 25
CHOE SMITHS CHCKEN e ] 20
CHAT SMITHS ORIGINAL 28 5 23
CHOE SMITHS BB 35 ] 30
CHOa DORTOS NACHD CHEESE 42 ] 44
CH1O DORMOS CHEESE SUPREME 45 3 40
Mior Poducis

wih |
Ad psiments
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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.

& reporiok 1 -~

File Point of Sale  Memberships  Visit Passes Facilit_y
Product Stock Count Report .
Print Product Barcodes

Orders Histery Report

Orders Received History Report
Receive By Supplier History Report
StockTake History Report

Stock Transfer History Report
Stock Adjustment History Report
Reorder Point Report

Cost of Goods Sold Report

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 etfc.

Orders History Report

This will give you a complete summary report or any orders completed within a given
tfimeframe. 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 fo you the business for those sales. Very useful for establishing profit margins over a
given timeframe.
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