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REORDER PROCESSING
Use Reorder Processing to calculate the reorder quantity for items, to print the Reorder Report, and to generate purchase requisitions.

Depending on your type of business, calculating reorders may be done daily or periodically.

The system calculates reorders only for inventory items with a status of active.

To set up inventory items with order quantities for calculating reorders: 

1. Go to Inventory.
2. Go to File Maintenance.
3. Go to Item Locations.
4. Enter the Inventory Item ID.
5. Units-Hit enter or select from the list.

6. Arrow to the location needed and hit enter.

7. Enter YES for Local Information.

8. Page Down.
9. Hit the Tab key one time to go to Maximum Qty.

The maximum order quantity is the maximum number of units you want to have on hand at one time.  It is used in the Reorder Report when you use the Min/Max calculation method

10. Enter the quantity amount for the Maximum Qty.

11. Order Point-The order point is an estimate of the quantity you will use during the order process plus safety stock you want to maintain.  If you want the system to calculate reorders, fill in an order point for the item and enter M for the Status.

12. Status-Enter M if you manually set the order point amount, F if you do not want the computer to calculate the order point amount, or C will appear if the computer has set the order point amount.
13. Safety Stock-This is the minimum number of units you want to keep on hand at all times because of uncertainty in the order process.  
14. Status-If the Safety stock was calculated for you the status will be C; if you do not want the computer to calculate the safety stock enter F; if you entered the safety stock amount the status is M.
15. EOQ-The Economic Order Quantity is the quantity you want to order weighted against the cost to place an order versus the cost to carry additional stock to inventory.  EOQ is used in the Reorder Report when you use the EOQ calculation method.

16. Status-If the EOQ was calculated for you the status will be C; if you do not want the computer to calculate the EOQ enter F; if you entered the EOQ amount the status is M.
17. Min Order Qty-The minimum order quantity is the minimum quantity you want on hand.  It is used in the Reorder Report when you use the Min/Max calculation method.
18. Page Down.

Depending on which method will be used on the Reorder Report determines which of the above ordering amounts should be entered, or enter amounts in all fields to be able to use different methods on the Reorder Report.
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REORDER REPORT

Distributors often use the Min/Max Method for reordering.  When an item reaches its minimum on-hand quantity, an amount is ordered to bring the balance up to the maximum on-hand quantity.

Companies that carry seasonal items often use the Forecast Method for reordering items;  the amount to reorder is based on the weighting factor for the current period, sales history, and an adjustment factor.

The Economic Order Quantity (EOQ) Method balances the cost to place an order with the cost to carry additional stock in inventory.

Calculating the Reorder Report allows you to choose the items you want included in the report.  You can choose one or all of the reordering methods.

1. Go to Inventory.
2. Go to Reorder Processing.
3. Go to Calculate Reorders.
4. Pick Item-Enter the Item ID(s) for From and Thru or hit F2 and select from the list.  If you would like all items hit enter for From and Thru.

5. Location ID-Enter the location ID(s) for From and Thru or hit F2 and select from the list.  If you would like all locations hit enter for From and Thru.

6. Product Line-enter the product line for From and Thru or hit F2 and select from the list.  If you would like all product lines hit enter for From and Thru.

7. Do the above for Size, Ply, and Vendor.

8. Include Issues in Annual  Usage?-If you are using the BOM (Bill of Materials) module answering YES or NO is important; otherwise answer NO.
9. Include Transfers Out in Annual Usage?-If you want to take into consideration location transfers answer YES; otherwise answer NO.

10. Include Material Requisitions in Annual Usage?-If you use Material Requisitions from Purchase Order and want them to be considered in this report answer YES; otherwise answer NO.

11. Page Down to left the system calculate the report.
12. Go to Reorder Report.
13. Calculation Method-Select one of the options 1-3 or so you can see all the different methods enter 4.

14. Print By-Select one of the options 1-6 for the report to print.

15. Do you want to print the report by location?-Answer Y or N.
16. Include items that are above order point?-If you answer Y the report will list all the items; answering N will only show the items that must be purchased at this time.

17. Page down to print the report.
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GENERATE PURCHASE REQUISITIONS

If Purchase Order is interfaced with Inventory, you can use the Generate Purchase Requisitions to create purchase requisitions.  Also the Auto Reorder flag in Inventory,  Items, General Information screen must be set to YES. 

To generate purchase requisitions with the method that shows the least quantity you need to reorder (EOQ, Min/Max, and Forecast), select the Least Quantity calculation method.  To generate purchase requisitions with the method that shows the greatest quantity you need to reorder, select the Greatest Quantity calculation method.

1. Go to Generate Purchase Requisitions.
2. Calculation Method-Select 1-5.

3. Page down
4. Go to Purchase Order.
5. Go to Daily Work.
6. Go to Generate Orders.
A list of items will appear from generating purchase requisitions in Inventory.  You may edit the list by moving the cursor to a line item and hitting enter.  Editing the line could be to change the vendor ID, location, quantity, etc.

Add to the list by hitting A.

Hit T to toggle the flag field to Y or N.  This determines whether you would like to work with this item.

Hit V to view other information about this item.

D lets the system choose a vendor if the item you are on has alternate vendors set up and if you are interfaced with inventory.

E to enter vendor ID.

L to clear the vendor from all flagged items.

C to combine lines that are the same item.

G to generate open orders for all items that have been flagged and have a vendor ID.

When using G you will be asked to enter an order number.  This could be a PO number.  The order will now appear in Enter Orders.

To have a print out of the above:

7. Go to Purchase Requisition Report.
8. Pick Item ID,  Location, Source Application (ie: IN, AR, etc.), Init Date,  Vendor ID, or hit enter through the From and Thru fields to pick all.

9. Print-Enter 1-3 from the selection.

10. Select-Enter 

This report may help in making decisions about what needs to be ordered before finally generating orders.

After items in the Generate Orders have been generated they can be viewed in Purchase Order, Daily Work, Enter Orders, #4 Edit Orders. 
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