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CHANGING ALTERNATE ITEMS

1. Go to Inventory

2. Go to File Maintenance

3. Go to Items

4. Item ID-Enter the inventory item ID or hit F2 and select from the list.

5. Description – Hit enter

6. Do you want to maintain:

a. General Information – NO

b. Units of Measure – NO

c. Alternate Items – YES

d. Item Comments – NO

e. Item Locations – NO

Page down

An alternate item (vendor’s part number) already exists.  To change you can do one of the following:

1. Arrow to the vendor’s part number that needs to be changed and hit F3 to delete.  Then Hit A to append, hit V for vendor ID, and reenter the correct vendor ID and vendor’s part number.

OR

2. Arrow to the vendor’s part number that needs to be changed, hit enter to the End Date.  Enter the date that this part number is no longer going to be used (enter the letter D to bring up today’s date).  Then you can reenter the a new vendor part number by hitting A to append, hit V for vendor ID, and reenter the correct vendor ID and vendor’s part number.

Now that you have alternate items set up you can use these alternate items in PO or SO.

In PO, enter one of the alternate selections in the ITEM ID field and a message at the bottom of the screen will appear to show the correct inventory item ID.  Page down to accept.  This works the same in SO.

