OSAS

INVENTORY

ENTERING INVENTORY ITEMS

Go to Inventory

Go to File Maintenance

Go to Items  - If the item has already been set up and you need to enter information for the warehouse only then go to Item Locations. (Then go to * below)

Item ID-Enter the inventory item ID.

Copy from-If the new item you are setting up is similar to an item already set up then enter the item ID of the item already set up or hit F2 and select from the list.  If you do not want to copy from any item then hit enter to skip this field.

Description-Enter the description of the item.  This description will default on all sales orders, purchase orders, and reports.  There are additional lines to enter a description.

General Information-Yes

Unit of Measure-Yes

Alternate Items-Yes

Item Comments-Yes

Documents-Yes

Item Locations-Yes
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General Information

This includes default information, codes, and user defined fields.

Status-Prompts are at the bottom of the screen.  If setting up a new inventory item select A for Active.

Item Type- 1= nonserialized item, 2= serialized item, 3=service item. Service items do not retain inventory, but are used to set prices for non-inventoried stock.   

Kitted Item-Kits combine several items into one kitted item. A kit can be sold and all of the components of the kit will be issued. If this item will represent a kit of components, enter Y for Yes. You can not create a kit unless this flag is set to yes.  Otherwise, enter N for No.  If you selected Item type as 2 or 3 this field will be skipped.

Track Lots-If you want to track lots for this item enter Y for Yes, otherwise enter N for No.  If you answered Y to kitted items or selected item type 3, this field will be skipped.   

Auto Reorder-Do you want to automatically reorder this item at any time.  See Reorder Processing Cheat Sheets.  You may want to answer Yes for future use.

Base UOM-A unit of measure defines how a quantity is stored, sold or purchased. Different units can be accommodated through use of a conversion factor. To make these conversions easy, the base unit of measure should be the smallest unit for the item. EA is a good UOM to use.

Sales Category-Hit F2 and select from the list.

Product Line- Hit F2 and select from the list.

Item Price ID-Hit F2 and select from the list or hit enter to skip this field.

Tax Class-Hit F2 and select from the list.  The default is 00.

Item Weight-This is an information only field.  Enter the weight or hit enter to skip this field.

Hazardous Code-used to categorize and identify harmful, hazardous, or toxic materials for shipping under the rules and regulations of the department of transportation.  Hit F2 to select from the list, hit F6 and set up a hazardous material code, or hit enter to skip.
User Defined Fields-You can define additional descriptions for this item for reporting and inquiry purposes.  Enter a valid entry for this field. If valid responses have not been defined, any entry can be valid.
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Unit of Measure

This section allows you to enter or edit the unit of measure information.

Alternates-Hit A to enter any other units of  measure this item can be sold or purchase by.  If no other UOM are needed page down.
Alternate Items

This section allows you to enter alternate item designations like aliases, customer’s item number, bar codes, etc.

Hit A to add an alternate type.  The prompts at the bottom of the screen direct you to different types to enter.

Hit N to continue to the next page.

Item Comments
Enter a Reference ID to sort comments by or leave the ref ID blank to display all comments or add (A to append) a new comment.

Hit N to continue to the next page.

Documents

This section allows you to add, view, or open documents.

Hit N to continue to the next page.
*Item Locations

This takes you to the location maintenance task.  You can also go to location maintenance by selecting Item Locations at the File Maintenance menu.

To add a warehouse to this item hit A to append.


Loc ID-Enter the ID of the new location or hit F2 and select from the list.


Copy from- If the new warehouse you are setting up is similar to a warehouse already set up then enter the warehouse ID of the warehouse already set up or hit F2 and select from the list.  If you do not want to copy from any warehouse then hit enter to skip this field.
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If the warehouse you want to use is already shown move the cursor to that warehouse and hit enter.

Do you want to Maintain:


Local Information-Yes


Quantity Location-Yes
Price Information-Yes
Cost Information-Yes
Vendor Information-Yes

Bin Information-Yes
Lot Numbers-Yes (If Item Type is 1 or 3 this field will be No)

Serial Numbers-Yes (If Item Type is 1 or 3 this field will be No)
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Local Information

This is to maintain or edit information specific to this location.

Vendor ID- If Inventory is interfaced with AP or PO, enter the default vendor ID or hit F2 and select from the list; otherwise hit enter to skip this field. 

Bin Number- Bin numbers identify the physical location where items are stored. Enter the bin number or hit enter to skip this field.

Price ID- The price ID represents the inventory side of the pricing matrix. The price ID is combined with the customer level to determine the appropriate price for an item for a customer. A price ID can be set for items that will have the same price adjustments. Only one price ID need be set and many different price Ids can be defined.   If you do not want to use price ID’s hit enter to skip this field.

Lead Time-This is part of the reorder processing.  Enter the number of days that it takes to receive this item from the time you order it.  If you do not want to use lead time, hit enter to skip this field.

Status-The item status defaults to Active.  Change to one of the prompts at the bottom if needed.

Forecast Type- This is part of the reorder processing.  The forecast type code describes the trends used to generate a forecast of usage for an item. Different forecast types can be used to identify different trends such as seasonal, increased sales, decreased sales. Enter the type or hit F2 and select from the list.  If you do not want to use forecast type then hit enter to skip this field.

Maximum Qty-This is part of the reorder processing.  Enter the maximum quantity you want to stock.  If you do not want to use maximum quantity hit enter to skip this field.

Order Point-This is part of the reorder processing. The order point is an estimate of the amount of stock required during lead time plus safety stock. When available quantities fall below order point, the system will suggest an order be placed.  If you do not want to use order point hit enter to skip this field.

Status-This is part of the reorder processing. Enter C for the computer to calculated the amount, F if you do not want the computer to calculate the amount, or M if you have manually set this amount.  

Safety Stock-This is part of the reorder processing.  Safety stock is an amount of stock maintained for variations in vendor performance. Safety stock covers unanticipated delivery delays. Safety stock can be calculated for you as 50% of order point. You may want to set your own safety stock.  If you do not want to use safety stock hit enter to skip this field.

EOQ-This is part of the reorder processing. Economic order quantity is an order method that balances the cost to place and receive an order against the cost to carry inventory in stock. If you do not want to use EOQ hit enter to skip this field.

Min Order Qty-This is part of the reorder processing.  This is the level at which you place a purchase order if replenishing using a min/max system. If you do not want to use minimum order quantity hit enter to skip this field.

GL Account Code-Hit F2 and select from the list.
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Item Quantities

The committed, in use, and on order fields are updated by sales order and purchase order.  Hit enter to skip these fields.
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Price Information

This is to edit or add new price information

Unit Price Information-Hit enter to edit the unit price information.  You can enter a base price (the price used if no other calculation exists), list price, or minimum price (the least price you will sell this item).  Average price is calculated by the system each time an item is sold by the post process.  

Quantity Breaks- Enter the first quantity at which you receive a price break. This quantity should be greater than 1.    
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Hit tab to go to Customer Levels.  Hit A to enter a customer level.  Enter the customer levels and adjustment for this item.  This is not a required step.

Hit N for the next page.

Cost Information

This is used to maintain or edit cost information

Standard Cost Makeup-Hit A to add a standard cost makeup. Cost codes define the elements that make up standard cost components. Each of these elements (for instance, material, labor, overhead) are combined to calculate the standard cost of the item. This is not a require field.

Hit tab to go to Cost Detail.  If you need to enter a quantity for this item hit A to append.  This is not the recommended way to adjust quantities.  Adding stock through cost detail will not show up in transaction history. 

Hit N to go to the next page.

Vendor Information

This allows you to enter or edit vendor information

Hit A to append and add a vendor ID.  From here you can add lead time for this vendor, the vendor’s part number for this item, and quantity breaks.  Last order quantity, cost, number, and date are updated from purchase order.

Hit N to go to the next page.

Bin Information

This allows you to maintain or add bin information.

Hit A to append to add a bin.

When a physical inventory is done for a specific bin the information about that physical inventory will appear once Update Perpetual Inventory is performed.

Hit N for the next page.

Lot and Serial Information

This is where lot and serial information for the item is stored.

The serial number, cost, sell price, and status is shown.  Status is changed as it is committed or sold.  If during a physical a serial number is not found the status will show as Lost.

PAGE  
7

