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Inventory Import
Only use Inventory Import if you have inventory saved to another file, such as MS Excel, that you want to port over into the PSA system. If you are not importing from another file, skip ahead to Options Setup on page 10. 
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Inventory Import: This feature allows for manual entry of items into the inventory from CSV files.  CSV files can be created from multiple programs, Microsoft Excel being one example.  PSA can provide you with a master import template if needed. To open, choose Inventory Input from the File menu. 
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Step 1 – Browse for the CSV file to be imported.  CSV files are comma-separated files.  You can convert Excel files to this format by choosing Save As and selecting Save as Type CSV.  See example below.
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Once the file has been saved, use the import to load the file into inventory. 
Select the file to be loaded and press Open.
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If the Excel file (now a CSV file) had a header row or a row with titles, check Contains Heading Row.  This will strip the header data out of the import.   Now select the Company and Location where this inventory will be housed.  Press Next to continue.
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Next, define the Import Use for each column. In all but two cases, this describes the data in the column.  The options are as follows:

*Match by External Billing Code:  CELLMS item code.

Match by Internal Billing Code: Bar code on PSA created label.

Item Code: Not currently functional

*PO Number

*Item Quantity – If this is serialized equipment, each item must be listed separately and the quantity will be assumed to be 1. 

*Received by:  Displays Inventory ‘sign on’ name.

*Received Date

*Received Price

**Sold By

**Sold Date

**Sold Price

*Serial #

*Secondary Serial #

*Recommended fields are marked with a single asterisk on the Excel (CSV) file. 

**A double asterisk marks fields that can be used if the item entered has already been sold. 

Click Next.

If an item does not exist in the Inventory Catalog, there will be an error message stating Item not found.  
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Press the Lookup Item button.  Find the item in the tree and press Ok.
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The new description will display in the field.  Correct all the errors and press Finish.  If not all the errors have been corrected, you will be notified.  All errors MUST be corrected before the import will complete.
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After the import is complete, you will be returned to the main Desktop.

Options Setup
Choose the Options Setup icon [image: image24.png]9]
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 on the left toolbar. 
An Options window will pop up. Choose the User Defined Field Setup tab. 
User Defined Field Setup Tab – Inventory Location


Under Select Component, highlight Inventory Location.  Press the Edit icon.  Editable fields will become highlighted in white. 
[image: image25.png]Select Component

TitlelLabel Data Type Field Length Display Order  Required

Customer Account [Location

String 0 v [1 ~
Senice

[Bection

&

B
&
%

| =[5





You can use these fields to add a main location and then create sub-categories under that location. When locating inventory, the fields that you create will be available to specifically define where an item is. The first field under Title/Label should be the broadest location, and every subsequent entry should be more specific. For example, you can set the first field to define what store (could be a store name or a store number) the item is in. The second field can define what room in that store the item is located, etc. 

The following image shows how these entries will be used. This should help you better understand what this process is for. The fields that you are currently creating will appear under Location in the place of “store, room, section, shelf and bin”.   This image is not part of the user defined setup, it is for clarity only.
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Back to setting the fields on the User Defined Fields tab

Title/ Label:  Enter the title or label attached to the field for different locations in the inventory. Ex: Store name or Warehouse number, Room number, etc. 
Data Types: Determine which type of entry will be allowed in this field. 

String:  Select this option if the field will be alpha characters. 


Integer: Select if this will be a whole number only.

Decimal: Select this if this is a number field requiring decimal places, such as currency. 


Date: Establishes the field as a date field, calendar icon will bring up calendar.
True/False: Creates a check box on screen, where checked is true. This data type will not 

pertain to inventory.

Yes/No: Creates radio buttons for Yes and No.
Field Length: Define the maximum length allowed for the information that will be entered in this field. 50 characters max.


Display Order: Defines the order the fields will be shown in the application.  ‘1’ will display first on the screen and so on.

Required: A check in the box requires the user to enter data in the field within the application.
When all entries are complete, pressing the Save icon will retain the changes. Pressing the Cancel icon will ignore any changes and stop the editing process.


Inventory Options Tab

This screen allows you to define how to handle items that do not exist in inventory and create the cost code used on PSA’s internal label. (This is the same that is in the Inventory documentation.)
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Inventory Options:

Serial Inventory Sold Creates Exception When Not Found:  If a serial item is sold, but there is no record of the item in the inventory, an exception record will be created. Exception records can be viewed and the items can be reconciled in the inventory at a later time. 

Note: Serial inventory is any inventory that has an identifying number or a serial number. For example, any item with an ESN, MEID, IMEI, ICCID (SIM number) or any other type of a serial number is considered serial inventory. 

Bulk Inventory Sold Creates Exception When Not Found:  If a bulk item is sold and there is no instance shown in the inventory, an exception record will be created.

Note: Bulk inventory is inventory without a serial number. For example, chargers, batteries, holsters, faceplates or any other type of accessory is a bulk item. 

Serial Inventory Sold Creates Auto Transfer When Found in Alternate Location:  If the item sold was found in another location’s inventory, the program will automatically transfer the item from the old location to the selling location if this option is selected. 
Cost Code:  Define the letters that correspond with 0-9 for the cost field on the inventory label. Using the code shown in the image above, the cost of an 85.99 item would be shown as ATLX, where 8 is A, 5 is T, 9 is L, and the second 9 is X. When a digit in the price is repeated (like 9 is in this example) the second repeated digit is coded as X. This code can be printed on an item’s label to show the CSR what the wholesale cost of the item is, without showing the customer how much the product was marked up. This is useful if your company allows negotiation of prices for customers. If the CSR can see that the item cost the company $85.64, he will know not to sell the item for less than that amount. However, using the cost code will keep the customer from seeing how much the price was marked up. 

Point of Sale Tab

Allows you to control how inventory is sold and establish which credit cards are accepted by your company.
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If none of the options on this screen are set, any item that can be selected or scanned can be sold.  If the exception creation rules are turned on, then an item not found in inventory can be sold, but it will generate an exception record. The following selections establish requirements for item to be sold.

Drawers: Every CSR has a virtual drawer in the PSA system. This is not a physical drawer but a log that keeps track of the CSR’s sales, returns, adjustments, payments, etc. in Point of Sale for a given time period. Basically the drawers separate the transactions between CSRs to keep track of each one’s activity in Point of Sale. 

Save Drawer Selection:  This option will keep the CSRs drawer open until it is manually changed. If this option is not chosen, then the CSR will have to log into their drawer before each sale. 
Sell serial items only if item is in inventory:  If the serial item selected in Point of Sale is found anywhere in the inventory, the sale will be allowed.

Sell serial items only if item is in location inventory:  This option requires the serial item to be in the inventory and it must be in the ‘Location Inventory’ defined on the drawer selection before the item can be sold. 
Sell bulk items only if item is in inventory:  If the bulk item selected in Point of Sale is found anywhere in the inventory, the sale will be allowed.

Sell bulk items only if item is in location inventory:  This option requires the bulk item to be in the inventory and it must be in the ‘Location Inventory’ defined on the drawer selection before the item can be sold.

Inventory Setup

Inventory setup allows you to define Vendors, Companies, Locations, and Shippers,  Price Book Types, Address Types, and Item Categories will need to be created for purchase orders and Point of Sale. Under this tab, you will define the base elements of the inventory system. Press the “+” next to the item category to open the selection.  Once the selection has been opened, highlighted items can be viewed, edited or new instances can be created.  The next few pages will guide you through this process.

Click on the Inventory Setup icon [image: image29.png]#3172.16.145.103 - Remote Desktop.
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 on the left toolbar. 
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Vendors

There are four tabs under each vendor that is entered into the system: Vendor Information, Contact Information, History and Comments.  
Vendor Information Tab
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To setup a new vendor:  Select the New icon.  Enter information into all appropriate fields under all four tabs.  Press the Save icon to complete the new vendor setup.  

To edit vendor information:  Press the Edit icon. Highlight the field to be edited and change information.  Press the Save icon to retain the new vendor information.

To delete a vendor: Highlight the vendor to be removed and press the Delete icon.    
To cancel viewing, editing, or creation:  Press the Cancel icon anytime to stop viewing, creating or editing vendor information.

Vendor Name:  Enter Vendor specific information
Address:

Phone:

Fax:

Email:

Web Address:

PO Information:  This is the default information supplied to a purchase order.
Shipper: This will be the default shipper displayed on the purchase order.
PO Billing:  your Company’s status with vendor.


Prepay – 



COD –



Bill –

Credit Limit:  your Company’s credit limit amount with vendor.
Vendor Account: your Company’s account number with the vendor.
Vendor Terms: Define terms/discounts available for vendor.
Contact Information Tab
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Use the icons to create new contact or edit existing contact information.  Create as many contacts as needed.
History
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To display the purchase orders associated with this vendor, select a date range to display and press View History.

Comments
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A scroll bar will appear to the right of the box once the comments can no longer be viewed on a single screen.

Company Setup

Open the category labeled Companies on the left of the screen. Setup each company that will maintain inventory, create purchase orders, receive items, or have any access to the inventory by clicking the New icon.  Company information will be updated under this section by selecting the company and pressing the Edit button.
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To create a new company, press the New icon.  Enter the company description.  To set the company logo, press the Select File button.
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Select the location where the logo is stored; highlight the file description of the logo.  Press the Open button. 

If the logo is too large for the space provided, a warning will pop-up and the logo size will need to be adjusted.  Contact PSA to help resize the logo.  Maximum size is 200px X 200px and 100K.
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Once a file of the correct dimensions has been opened, press the Upload File to attach the image to the company.  Now press the Save button.  Then you can continue with the company setup.

You will see the default Bill To Address and Ship To Address in the box under Addresses.  If you have defined other addresses under Address Types setup section, you may add additional addresses in the box (i.e. Branch Address) by pressing the New icon under Addresses.  This will provide you with the additional addresses; select the new address type in the pop-up box and press OK.
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Now enter the address in the boxes provided to the right of the box.  These addresses will be available on the Purchase Orders.

Continue adding physical addresses until all Address Types have information attached to the company.  To edit any of the addresses, simply press the Edit button and highlight the address to be updated.  Change the information in the required fields and Save.  The next step is to select the method of shipping.  Select the Preferred Shipper and Alternate Shipper from the drop-down boxes.  The Inventory Valuation should be defaulted from setup but can be changed by selecting a different value from the drop-down box.  This should not be changed unless you receive instructions from a supervisor.  When the company information has been completed, press the Save Button.

Location Setup

One or more locations must be setup within the company.  This is the actual physical location of each of the items within the company.  To create a new location, press the New icon. 
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Enter information in the fields that is easy to recognize in your operation and press Save.  To edit the location, highlight the location and press the Edit button.  When finished, press the Save button.  The location address defines the address used when printing an invoice.  This provides the ability to have each store’s specific address printed on their invoice.

Price Book Item Type

Price book types will appear in the price drop-down-box in the Point of Sale module.  This setup only creates the type (ex: Outright Sale, 2-yr contract price, promotional price, warranty exchange, etc); the price for the items will be defined in Catalog Items- Item pricing.  Each type must be defined here to be displayed in the Item Pricing section. (See the second example below for Item Pricing in Catalog Setup.)  To print inventory labels for equipment, there must be a price defined as Retail.  This will be the price displayed at the top of the label.
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To add a new price type, press the New icon. Enter the name of the new pricing type. 

Price Applies to Serialized Items:  Allows for different pricing structure for serialized vs. non-serialized items.  If the item is defined as serialized in setup, then only the price types shown to apply to serialized items will show in the catalog.

Price Applies to Non-Serialized Items:  Allows for different pricing structure for serialized vs. non-serialized (bulk) items. If the item is defined as non-serialized in setup, then only the price types shown to apply to non-serialized items will show in the catalog. For example, leave the box unchecked if your company will not give promotional prices on non-serialized items. 

Price Visible in POS:  If this pricing type is to be a selectable price in the Point of Sale module, place a check in the box. You may only want the promotional prices to show up in POS when a promotion is going on. This option can be changed to accommodate the current promotions available. 

Price Visible in POS if Zero:  Normally if the price is listed at zero, the price type will not show in the drop-down on the purchases screen in Point of Sale.  If this is box checked, the price type will be shown and allow the selected item to be priced at zero.

Sequence:  This determines where the price type will fall in the drop-down box on the purchases screen.  The sequence number is shown beside the type in the tree on the left.

Press Save. 

Example of price book types on the catalog screen – more discussion later in documentation on catalog. This image is simply for clarity regarding where the price types will be displayed: 
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Shippers

Define each shipper that could be used to transport inventory.  These shippers will be displayed in the Shippers drop-down box on a Purchase Order.
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Address Types

These addresses are displayed on the company setup screen.  There are two defaults created by the system, Bill to Address and Ship to Address.  If you need to store more than the default addresses for a company, create the address type here.
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Item Categories

Item categories group similar items together for control and access.  Create as many categories as necessary to encompass the full range of your inventory (examples: batteries, chargers, GSM phones, CDMA phones, etc.)  These categories are shown in the item tree in Point of Sale.
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Transfer Reasons

There may be multiple reasons to move inventory from one location to another: return to manufacturer, move to different store, send back for repairs, etc.  Define reasons for transfers that will be used to track inventory movement.  This is a required field on the Transfer screen; there must be at least one subcategory defined for each field that you define. 
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Catalog Items

Once the Inventory Setup has been completed, create the individual items that will be tracked by the inventory system.
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To create a new inventory item, highlight the Catalog Item type (Batteries, Chargers, GSM Phones, etc.) and press the New button.
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Choose your company’s name from the drop-down box.  If you only have one company, you may leave the Company Number field as defaulted. 

If your system deals with more than one company, and the item is specific to an individual company, select the company number/name from the drop-down box. This item will only be available to that company.  

Select from the drop-down box what category this item will appear under (from the categories you created under Inventory Setup).  

Next, enter the Unit code to be displayed in Point of Sale and the Item Description to be displayed on the invoice.  

The search function in Point of Sale will be able to search for the Unit Code, Item Description, Billing Link or Manufacturer.  If you want to be able to find all items produced by Motorola then the Manufacturer will need to be Motorola on every item you want associated with them.    
Item Information

Enter required information for the type of item being created.  
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Select the Company Number where this item will be available.

Select the Item Category that best describes the new item.

Unit Code:  Currently optional but can be used to search in Point of Sale.  If you scan the manufacturer’s UPC code in this field the CSR can use that to search for the item.  Or alternately you can create your own UPC and if you have a bar code printer, create your own custom labels.

Item Description: Text description of item, this definition will be shown throughout the application and on invoices.

Manufacturer:  Define maker of item.  The manufacturer description also creates the drop-down box for Equipment Manufacturer Description on the service screen to select the type of phone on the service.

Model Number:  Define model number of item; this field is alphanumeric.  This can be the manufacturer’s item number or a custom number you create.  The model number creates the second Equipment Model Number drop-down on the service screen. 

Serialized Item?:  This determines if the item is to be tracked by serial number.

Serialized Type:  Select the secondary type of serial number you will use to track this item.  Options are (1) secondary type – none, (2) ESN, (3) IMEI, (4) ICCID, (5) other type.  If there is no selection then the alternate serial number function is not used.  Select the format type of the alternate serial type.

Serialized Type Label:  Text description of alternate serial number.  Example for the ICCID type, the description could be ‘SIM CARD’.  This is the label that will appear next to the number in POS.

Department Code:  this field is an optional informational field and is not tied to any reporting or controls at this time. 

Available to Purchase Orders:  If the item can be ordered via a purchase order, place a check in this box.  Once the item is no longer available for purchase, remove this check and the item will not display in Purchase Order drop-downs.

Reorder quantity stores a customer-defined value as to what number of this specific item should be order when the reorder threshold has been met.

Minimum Quantity Threshold defines the trigger point at which point the item needs to be reordered.  When this threshold has been crossed, the item will begin to appear on a reorder report.  Additionally, we are going to add a flag to establish if the threshold is defined globally (count all locations as one entity) or for an individual inventory location.

Threshold Applies:  This determines where the threshold is triggered.  When ‘Threshold Applies to Location’ is selected the Minimum Quantity must be in any one location to be added to the reorder report. So if the threshold is 2 then whenever a location like ‘Main office’ only has 2 of the items in stock it will be added to the report; even if there are 20 in other locations. When ‘Threshold Applies to Global’ is selected then the count is done against the entire inventory.  So in the above case until the other 20 items are sold then the item will not be added to the reorder report.

‘Do Not Check Threshold’ does not add the item to the reorder report regardless of the number in stock. 

FCC ID:  This is the number assigned by the FCC to the handset.

Bands:  Indicate the frequency the handset is capable of handling.
HAC M-Type: Enter the type 1-4.
HAC T-Type:  Enter the type 1-4.
WiFi?:  WiFi capable Y/N?

Start Date:  First date the item was received into inventory.
End Date:  The last date the item was available for sale.  This date could/will change as new items are received; so it could change from month to month.
Last Receive Date:  This is the last time the item was received into inventory.
Last Sold Date:  The last date this item has been sold via POS system.  
Estimated Quantity On Hand:  This is the On Hand count for the global inventory.  This will not be broken down by location.

Max Allowed Installment Term:  This sets the maximum length (in number of months) of the term for the equipment.  This can vary from equipment to equipment; it will be the default set in installment setup in Point of Sale.  

Minimum Installment Payments before Upgrade:  This establishes how many payments must be made before the customer will be allowed to upgrade and the remaining balance on the item is forgiven.

Minimum Percent of Installment Retail Paid before Upgrade:  The customer must have paid at least this percentage amount of the original price before he is eligible for an upgrade and balance forgiveness.
Installment Interest Rate:  This rate will only display if you set the “Interest Rate Pulls From”on the Options screen to Inventory Item.  If you want the equipment item to dictate the percent rate enter the value here.

Use the New button to enter vendors from which this item can be purchased.  Enter the vendor item code and current price, this price is for reference/information only.  If the vendor is not setup in this section, the item will not be shown in the Purchase Order module to order.  So when creating a purchase order, you will not be able to select the item unless the vendor you selected has an entry under this tab for the item. 
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Item P.O.S. Information

Enter a description of functionality, design, features, etc. for the item by clicking the Edit icon and typing the description under Long Description.  This description will display on the Purchases tab in Point of Sale.  
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Load Image/Resizing

Many pictures will need to be resized through MS Office Picture Manager or similar program.  Maximum size is  500 px X 500px, file size 300K. 
Resizing on a Mac is an easy process.  Find the image in Finder on your Mac; double click the image to open in Preview.   Find the Tool Box in the menu bar and click to open a new menu.
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Find the Sizing Icon and click the icon.
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Make sure the sizing type is pixels and set the width or height to 500 or less; leave the Scale proportionally checked.
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If the image is clean press OK then save the image to a file on the MAC.  You must have folder shared on the Remote Desktop to complete the process.  Now open the Windows Remote Desktop and open Windows Explorer.  
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Open My Computer and find your PC/MAC in the tree.  Open that drive and locate the file where you saved the image on the MAC.  Copy that image to a file on the Windows Remote Desktop.  You can create a file folder on the Windows Remote Desktop to hold images; that makes the images easily available to the Item setup search.

In this example the ‘Images’ folder was placed on the Remote Terminal’s Desktop.  Right click the image and select copy.  Now open the Images folder and paste the image into that folder.
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Change the Look In to the image file in the PSA application and highlight the image to be uploaded.  Press Open and the image will be shown on the item setup.
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Uploading Inventory Pictures to Inventory Setup
Open the PSA Desktop. Click on the Inventory Setup icon. Choose the Catalog Items tab.
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Either choose an item from the tree on the left or press the New icon. 
Click on the Item POS Information sub-tab. Press the Select File button. Find the image location where the picture is stored, highlight the image and press Open. 
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The file location will display above the Select Button .  Then press Upload File. 
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The item image will now show on the screen. You can enter in a Long Description that will show with the image in POS. 

Press the Save icon. 

Billing Link

The billing link allows the purchased item to be placed on the customer’s next statement for payment.  This code and description will show on the statement either as an account level charge or as a service number’s charge depending on how the Account Level or Service Level drop-down is set.  Select the matching item from the drop-down box.  This Billing Link is setup through the Billing Admin & Setup module under Items/Plans/Packages or on the Billing Link tab.  If the item doesn’t exist in the dropdown, you will be given the opportunity to create the new Billing Id during the Save process.
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You will be prompted whether you want to create the Billing Link. Press Yes to create a billing link. You must have additional authorities to see the Create New Billing Link button. If the button exists, you may create a new item to attach to this catalog item without going to ‘Billing Administration and Items’.  After you have entered all of the information press Save again.

Billing Id Creation
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Item Code:  This 5-character code will display on the customer’s statement.

Item Description: 40 character description that will show on the statement.  Some statements may truncate this field.

Item Type will be defaulted to Equipment.

Account or Service Level Charge:  Indicate if this is an Account level or Service level charge.  Account level charges are for the entire account and are displayed in the “account level” section on statements.  Service level items are added to individual services and are displayed with each service number subsection. 

Note: Several phones can be on one account, but a service pertains only to one MDN. Anything that is tied to a specific phone (rate plans, features, data, etc.) is a service-level charge. 
Rate Per Unit:  Enter the default rate used in the service order program for this item. Enter the rate to be charged each time this item is billed. The rate may be overridden during the service order entry or by the catalog if the inventory module is utilized. Enter the number with 2 decimal positions.

Revenue Account:  Select the G/L account number to accumulate revenues for this item type. For example, you can break down revenue to show how much money was brought in from a plan access fee, plan airtime charges, text features, etc.

Taxable?:  Indicate how taxes will be applied to this item allowing for tax exemptions. The valid options are listed in the drop down box.
Percent Taxable:  Enter taxable percentage, normally 100%.  
Options

Print if Zero?(Y/N):  If you want the item to show on monthly statement even if it is a no charge item, mark this with a Y answer.
Allow Bill To in POS?:  If the item can be charged to the customer’s monthly statement mark this with a Y.
Use Prepay Pricing Table?(Y/N):  If there is a schedule of pricing for different periods – 7days, 1 month, annual, etc. then select the period and enter the pricing on the new Prepay Price Tab.
Calculate Tax at Entry Time?:  If the item should calculate taxes at entry time in a service order, put a check in the box.  If the item is non-taxable, leave box blank.
Visible in Service Order:  If this item should be selectable in a service order application, mark with a check.
Apply Surcharge?:  A check in the box will apply all the surcharges as defined Miscellaneous Taxes. If some surcharges do not apply, use the exempt surcharge function.
Exempt Surcharge Codes:  If any of the default surcharges do not apply to this item, select the surcharge from the Available box and move it to the Exempt box.
To edit an existing Billing Link press the Edit button.  The existing setup will be displayed and available to edit.  Press Save to capture the information.
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Item Pricing

Each item can carry multiple prices.  The Price Type has been created in Inventory Setup under the Price Book Item Types expandable category.  Define the price for each price type.  The Price Effective Date shows the most current price date with the price connected to that date in the next column.  View All Dates displays a history of pricing for this item by price type.  

Another function of the Price Effective Date is to set up price changes in the future.  Enter a price with a date in the future; on that date, the price will be automatically changed to reflect the new price.  The old price and date will be added to the history.

If you created new price types for installment you will need to update the pricing table.  Additionally if you want to charge interest and have it associated with a price type you must ask PSA to select Inventory Item in the ‘Interest Rate Pulls From’ drop down in PSA Options.  Then you will be able to enter the interest rate for any price type on the pricing screen.
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Scan Item Lookup
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Scan Code: This search is strictly for PSA created barcode labels.  You must have a barcode printer to use this function.  Enter the number or scan the barcode and press retrieve.  The item setup will be displayed for the item/barcode scanned.

Purchase Orders    

Allows you to create purchase orders, edit purchase orders prior to completion, send orders to vendors and receive items into inventory upon delivery.  
Search Purchase Orders

To search purchase orders, select the Search Purchase Orders tab under Inventory Purchase Orders.  Purchase orders can be located by:


Purchase Order:  Enter a specific purchase order number and only that order will be returned in the search.


Purchase Order Date Range: Select a date range and all service orders in that range will be returned.


Company:  If you have multiple companies you may pare down the return by company.


Vendor:  Find purchase orders for only specific vendors.


Purchase Order Status: By status


New:  Order has not been sent and items can be added to the order.
Open:  Order has been transmitted to the vendor, items cannot be added.
Partially Received: Order has been received but not all items came in the order.
In Transit:  This is used in conjunction with the Transfer Inventory and shows items in the process of being moved from one location to another.
Transferred:  This is the second piece of the Transfer function where the items are no longer in transit but have been received in the new location.
Canceled:  Orders where remaining items will not be shipped or received.
Closed:  All items were received for the purchase order.
Removed: Use with the Transfer to Removed function which allows items to be removed from inventory and tracked like a transfer order.

Catalog Items:  Select one or more catalog items and purchase orders containing those items will be returned in 
the search.

The default search is shown in the example below. To select multiple items in the Purchase Order Status or Catalog Items boxes, hold down the CTRL button and select the items.  
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Press the Search Purchase Orders button at the bottom right of the screen to return requested search; the types of purchase orders will be shown in the tree on the left.

New Purchase Order

To create a new purchase order, press the New button in the tool bar.
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Select the company you are purchasing for and the vendor who will receive the order. Press OK.

  [image: image68.png]Purchase Order

Anywhere Wireless

PO Number New
051232013
051232013

PODate
Updated
Purchase Order Status | Now

Vendor Biue Dot
Terms.
Bill To

Vendor Account

Buyer dk
Ship To

[ To Adress 5500 Bushira

<] ['ShioTo dess 5500 Busbra

/5500 Bluehird

/5500 Bluebird

lAmarillo

Amarillo

Alternate Shipper

s o ][a]

Order Quantiy

| Received Quantity |

Hern Deseription

Received Date

Received By

e Code

Received Price





If you need to change the Bill To, Ship To, Shipper or Alternate Shipper, you may select something other than the default value from the drop-down box provided for each.  To begin adding items to the purchase order, press the New icon on the purchase order above the table.  The second icon is for editing. While the purchase order is in the New status, you may edit the quantity, price or comment. You can change the status of the order by using the drop-down box labeled Purchase Order Status. Once a purchase order status has changed from New the only editable field would be the comment field on an item.  Highlight the item and press the Edit button.  You will see an edit box where you can change any available field.  To remove an item while the status is New, highlight the item and press the Trash Can icon.  This is only available for the New status.  You will have to use the receive function or manual edit to clear items.

Press New icon in the lower frame to add items.
Add the quantity and select the type of item to be added.  The list only includes items available from the vendor selected in the first step.  The price of the item will be displayed; this is the Vendor Price under the Vendor Tab in the item setup section.  You may change the price as needed.  Add any comments to be displayed on the purchase order in the comment section.  When complete, press OK to save the item to the purchase order.  When you have entered all the items to complete the purchase order, change the Status from New to Open. Pressing Save finalizes the purchase order.
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Note:  Once the status has been changed to Open, the purchase order can no longer be edited.  The only function available on Open purchase orders is Receive or Cancel. 

Receive Inventory
Once the inventory has been physically received at a location it must be received into the location. An Open or In Transit order then will become a Partially Received or Closed purchase order. Select the purchase order from the tree on the left, corresponding (by date) to the shipment being received.  The purchase order must be categorized in one of the following to receive items: Open, Partially Received or In Transit.

Press Edit icon on the tool bar. Highlight the item to be received.  
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If the item has not yet been received, then the Receive icon [image: image71.png]9]
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with appear next to the Delete icon above the inventory listings.  If there is nothing left to receive for the specific item, the Receive icon will not appear.  
You may now receive the item.  Select your location from the Receive into Location drop-down box.  Set the actual received price to the right of the item description; this is the amount the item cost the company (it is established at the time that the item is received into inventory).  For serialized items, there will be a serial number field (ESN, IMEI, or the ICCID, label should have correct type).  Check Enable Serial Number Columns for Input to allow entry of serial numbers.
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Position the cursor to the field and enter or scan the appropriate ESN/MEID, IMEI or ICCID in the fields provided. Position the cursor in the field and scan the bar code to enter the data.  With a serialized item, the Received Quantity box will not exist, and the correct number of fields will be created for you to enter the serial number for each received item. To Close the order the number of fields will correspond with the number of items ordered and each must have an entry.  If you don’t receive enough of the items to fill the fields check to see if there are more items are coming in a different shipment.  Leaving a blank serial field will leave the purchase order in Partially Received status.  
If you ordered more than 200 items, only 200 serial number fields will be created initially. You will need to receive the first 200 and then press Receive button at the bottom right of the screen.   Go back to the line item and press Receive icon again; repeat that process until all items have been received.  The Receive Button at the bottom updates the purchase order and refreshes the quantities.
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If the item is a bulk item, enter the received quantity.  Next, if needed, enter or update the received price.  To complete the process, press the Receive button at the bottom of the page.   This will return you to the previous screen on the purchase order to continue receiving items. 
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On bulk items, if the Received Quantity you entered is not the same as the number ordered, you will receive a notice in red denoting the discrepancy.  


If you have a label printer that can create a custom barcode label for equipment, press the Print Labels button.  Select your label printer and Print.  These codes can be scanned within the PSA system.
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When you are finished receiving items for this purchase order, use the Save icon on the main tool bar to update the purchase order and inventory file.  
Printing Closed Purchase Orders

Once the purchase order has been closed, you will have to print the purchase order using the Print icon in the main tool bar. You will be able to re-print the purchase order any time by opening the purchase order and pressing the Print icon on the main tool bar.  
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Unless the purchase order is New or Open, the print dialog will ask you which report you would like to print, the purchase order or the receive report. If the purchase order status is New, only the purchase order itself will print.  If the purchase order status is Open, only the receive report will be printed.
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If the purchase order is not completely received at one time, it will be cataloged as Partially Received. When you open that type you will see both the received items and items remaining to be received.  Once a purchase order is closed, it becomes view only and will not show in the tree unless requested on a search.  If you are notified you will not receive the remaining un-received items, you may edit and change the status to closed to archive the purchase order.

Inventory

Shows a complete or a selectable list of items contained in the inventory.  The default search will show all of the items in the inventory that are New or Used.  Press Search Inventory to display those items.

Once the search is complete, find the item in the tree and highlight that item for the details shown on the screen below.

Search Inventory

The search screen allows you to search or display specific items in Inventory.  By using the various components of the screen, you can refine the search to very definite items.  If you do not find the items in search, broaden the screen by selecting fewer criteria.
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PO Number:  To search and return a list of items ordered on a specific purchase order (PO), enter the purchase order number and press the Search Inventory button.

Include Received Date Range in Search Criteria check box: This activates the Received Date Range function.

Received Date Range:  You may enter a date range to limit the search if desired.

Received By:  Select a user name from the drop-down to search for items only received by a certain individual.
Include Item Status:  Select the type of items to be shown in the search return.  The default search criterions are New and Used; so you will only see items available for sale.   All: selects all of the options.  If you want other specific types of items to show in the list, check the appropriate box.  Sold will only show items that were sold without any complications.  Sold/Return shows items that were sold, but subsequently returned to inventory. In Transit will show items that are removed (transferred) from one location but have yet to be received into the destination location inventory.  Searching for Transferred items will display all of the original records for items that have been transferred. Resolved Exception search displays all items that have been sold as an exception but have since been resolved.  Removed items are not shown as On-hand.  Use this status to permanently remove items from inventory.  Missing is a manual status that can be set after you reconcile the differences between what the inventory says and a physical count.  These status is usually a temporary status until they are changed to an On-hand status or Removed.   Damaged removes the item from On-hand status and is similar to Removed status.   Loaner shows items that are out of the location; they are not saleable until brought back into the inventory. Currently this is a manual process.  Repair shows items that have been removed from inventory and sent for repair.  These items need to be returned to inventory or back to the customer upon return.  Write-Off changes the On-hand status so the item is no longer for sale and will not show on On-hand reports.  
Show Only On-hand:  Only shows an item whose status is On-hand; this overrides the other selections and only shows items on-hand available for sale.
Show Only Items Sold but Not in Inventory:  Checking this box will return sales exceptions that were sold but did not exist anywhere in the inventory, the serial number or secondary serial number was incorrect, or the item did not exist in the location inventory where it was sold.  This is the primary step in resolving exceptions.
Include Sold Date Range in Search Criteria:  If you want to search sold items within a date range, this box must be checked.
Sold Between: If you are looking for items sold during a specific time frame, enter the two dates using the calendar icon.

Sold By:  To display items sold by an individual, select the name from the drop-down box.
Company:  To display items within a specific company within the inventory, select the company from the drop-down.

Location:  If you need a list of items for a specific location within the company, select the location.
Serial #:  This is either the ESN, IMEI, or the ICCID serial numbers.   To locate a phone by IMEI or ESN, enter the number in the Serial Number field and press Retrieve Inventory.  Any instance of that serial number will be displayed.

Catalog Items:  If you are looking for a specific item within inventory, open the item in the list and highlight the item for which you are searching.   You may have multiple items selected by using the shift key or the CTRL key and highlighting the various items.

The dropdown box to the right of the Search button will allow the user to define what type of search for equipment they would like to use:

Not Set:  Uses the default search criteria as defined in initial setup.  During the initial setup of the database, you will need to select the properties to control the default searches.

(1) Select Initial Search

a. Yes = Existing Search

i. Search for 5 alpha numeric characters or less will search Billing Link only.

ii. Search for 6 alpha characters or more will search Item Description only

b. No = Enhanced Search

i. Any search will use the default search defined in step 2.

ii. Billing Link search will only be available using the formatted searches.

(2) Define Default Search – this will be the field searched if an alpha string is entered in the field.  These are all from the fields setup on each catalog item.

a. Item Description - wild card search

b. Item Code

c. Manufacturer – wild card search

d. Item Description and Long Description (from Catalog setup on Item POS Information tab) – wild card search.

Item Code:  Search by the Billing ID defined on each catalog item.

Unit code:  Searches by the Unit Code defined on each catalog item.

Manufacturer:  Searches by the Manufacturer described on each catalog item.

Description:  Searches by the Description field on each catalog item.

All:  Searches all text fields:  manufacturer, description and unit code.
Serial:  If this is set the only search will be done on serial number fields, IEMI/ESN/MEID/ICCID or user defined serial types.

Wild card searches will return an item that matches any of the characters in the search.  Ex.  Nok….will return Nokia, Nokia 6100, Nokia faceplate, etc.

Press Search Inventory at the bottom right of the window to view the results. If an item is found on any search, the item or items will be opened in the catalog tree, highlighted in the list and the first item will be opened in the Add Item section.  If you did not select any of the criterions to define your search, all items will be found in the search. These search criteria determine which items within the inventory will be returned in the search.  

You may also use the tree itself to locate bulk items.  You open each section by pressing the ‘+’ sign next to the category.  Then highlight and double click the item.  Enter the quantity and price.  Press the Add Item button to move onto the invoice.

A word of warning: over time, if your inventory has a large number of items (which includes sold item history) not selecting any criteria will likely take longer and longer to return the display.   Refining the search with criteria will help avoid this. 

Inventory Results

Open the list by selecting the location from the tree on the left.  Bulk items are shown as a group in the Item tree; serialized items are listed individually.   Highlight the item in the tree and press Show Detail button.  The number of items found in the search is shown in the Total Quantity on Hand field. The status of the items is shown with the purchase order and serial numbers, if applicable for the first level of detail.  
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The detail tree will display the PO number, the Status, the Serial # and the IMEI or ESN.  To see specific information for an IMEI/ESN in the list, highlight the purchase order number/serial number for details regarding the specific item.  

Company: the company where the item was found.

Location: where the item is found.

Inventory Item Description from the Catalog description

Status:  New, Used, Sold, etc

PO Number: purchase order the item was order and received on.

ESN/MEID/IMEI: shows secondary serial number field.

Received Information Fields (when the item was received into inventory)



Received By:



Received Date:



Received Price:

Scroll down to view Sold Information. This additional information block is only shown after the item has been sold and has an entry in the Sold By field.   

Sold Information Fields


Sold By:



Sold Date:


Sold Price:


Sold Invoice Number:


Sold To:



Account Number



Service Number



Status of Service Number



Customer Name
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Transfer Inventory Tab
 If you need to move items from one location to another, use the Transfer Inventory Tab.  There are two options under Transfer Type:  Transfer with Purchase Order and Remove from Inventory.  

Transfer with Purchase Order

Select the name of the company where the item originated in the Change Company From drop-down box. 

Select the originating location in the Change Location From drop-down box. 

Select the name of the company where the item is being transferred to in the Change Company To drop-down box. 

Select the location where the item is being transferred to in the Change Location To drop-down box. 

Select a Transfer Reason code and enter a comment if desired. Choose the Shipper from the drop-down box. 

Choose Shipper (optional)

Comments allow additional information to be entered on the transfer purchase order.  (optional)

Press the New icon (shown below) to open the equipment selection.   Enter an item quantity and select the item from the tree. Alternately you may search for the item using the search field and select the type of search from the dropdown.  Options for search are:  Not Set, which searches for item code or description according to defaults set for your company; Unit Code, Item Code (billing id), Manufacturer, Description, All – which searches for any of the above but not for serial number, and Serial, which only searches the serial number field.

 
[image: image81.png]psatestts

[
Sty RO RGSIRS] 1rovsermetry |

Transfer Inventory - Change Company or Location

Transfer Type [Transter with Purchase order v |

Change Company From [ anywhere Wireless v |

Change Location From [ Bell Street Store

Change Company To [ Anywhere Wireless
Change LocationTo [ wain Store

Transfer Reason Stock Trans

Shipper Ktem Quantity

& [

Select tem
]
[ search | [ serat e

Comments

Moving stack for promotion

Hem Quantty ttem Code Ptvs i

200 + Battery

+ Car Charger

+ CasesiPouches

+ Computer Assessories

I

SR

| » 1S

I~

=

HTC widire

MED





Once the selections have been made, press OK.  This creates a transfer order for one or more items.
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Scan or enter the appropriate serial number(s) for serialized items.  The quantity is entered for bulk items automatically. Press Save to complete the initial step in the transfer. 

 If the number of items or the item itself is not available to be transferred from the chosen originating location, an error message will display with specific reasons.
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A transfer report will be available to send with the items.

Open the Purchase Order Module.  In Transit  orders will show all items that have been through the initial stage of transfer.   To complete the transfer someone must receive the items back into the inventory.  This process is the same as receiving new items into inventory off an Open purchase order.
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The transfer order will display under the In Transit tree in the Purchase Orders section of inventory.  To receive the items, click the Edit icon at the top of the window.  Click on the item/items to be received in the white grid near the bottom of the window and the Receive icon [image: image85.png]9]
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 should appear once the item has been selected; click the Receive icon. 
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The serial numbers for items shown  are displayed for verification.  If the numbers are correct press receive in the lower right.  You will be return to the original screen to receive the other items on the purchase order.  If the number is wrong or the item was not received in the new location, uncheck the appropriate serial number and then press Receive.  A report showing the status of the times will be created.  If the item is a bulk item, enter the quantity received and press enter.  If not all items are received it will be shown on the transfer purchase order.  In the example below the handsets were received in but only 3 of the 5 batteries were received.  The transfer will remain open. 
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To view information on the individual item while it is ‘In Transit’, choose the ‘In Transit’ status under Inventory Search. 
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All items ‘in transit’ are in unknown locations until received back into another location.  Select the item from the tree and press Show Detail to see more information.
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Remove from Inventory Transfer

When it becomes necessary to remove items from inventory for loss or damage, use the Remove from Inventory transfer type.
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Select the company from which the items will be removed.
Select the location from which the items will be removed.

Select a Transfer Reason

Select a Shipper (optional)

Select a Vendor (optional)

Enter comment for additional information on the Remove purchase order.  (optional)

Press the New icon to open the item selection popup.

Add the item quantity and select the item using the tree or search function.  If the item is a serialized item check the ‘Enable Serial Number Columns for Input’.  Press OK to create the line item(s).  Enter or scan the serial numbers on serialized items.  If the item is a bulk item, enter the number of items to be removed and then select the item.  Once the order is complete press Save.  There will be ‘Remove from Inventory’ report generated and the item status on the items will be changed to ‘Removed’.  These items will no longer be available for sale or shown in the On Hand report.

Remove from Inventory Report

After the Save you will see a report of items that have been removed.
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You can print a report for the removal from the Purchase Order module by selecting ‘Removed’ purchase orders in the search and selecting the purchase order.  Then you press the Print icon and you will see it as a ‘received’ purchase order.  That is because on the Transfer to Remove the removed items are automatically ‘received’ to complete the removal.

Two additional ways to view the removal would be to open the Reports module and select Inventory/Master Inventory/Transfer Report or Inventory/Purchase Orders/Purchase Orders Received Report.  There you can enter the purchase order number of the transfer and receive the following report.
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Transfer for Repair

For serialized items go to the Search Inventory tab, and enter in the ESN or IMEI into the Serial # field. The search should return the specific phone; now press Show Detail.  Alternately you may find the item via location search and selecting the items from the tree.   Select the phone from the secondary tree and press the Transfer button. For non-serialized items, you will need to find the item in the Master Items tree, highlight that item, select the correct purchase order group, press Show Detail and press Transfer to Loan or Repair [image: image95.png]


.  Select Send to Repair and press OK.  The process is the same for non-serialized items except you will not be able to do a specific search.
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Select the company and location for the transfer by using the Change Company To and Change Location To drop-down boxes; you may want to create a virtual Repair location to house the items until their return so that they are not accidentally sold. This is usually not a physical location, just a location in the system.
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Select the Transfer Reason in the drop-down box under Transfer Information. Enter the information of whoever (or which company) will have possession of the phone during repair in the Repair Contact Name, Repair Contact Phone and Repair Contact Address fields.  Enter a Due Back date with any Comments then press the Save button.  The phone will remain in this location until it is returned and subsequently transferred back into the original location.  Sold items do not have to be transferred back to original location if you would like to maintain a list of repaired items.  The Received Information shows who accepted the item into the inventory, on what date and at what price.
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Transfer for Loan Out
The process is the same for Loan Out as it is for Send Out for Repair; find the item and press the Transfer to Loan or Repair icon [image: image100.png]


 in the tool bar. Choose Loan Out in the Transfer Type dialog box and press OK.
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Scroll down in the details screen to transfer information. 
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Select the Transfer Reason type and enter the owner of the phone’s information under Customer Name, Customer Phone, and Customer Address.  Enter a Due Back date with any Comments then press the Save button.

Exception Reports and Resolution
Exceptions are items that for one or more reasons cannot be identified and appropriate action could not be taken. For example, the system allowed the item to be sold although it was not available for sale because it was either not in inventory, it was not in inventory location, it had already been sold, it was being loaned out, etc. By resolving exceptions, you can remove the multiple additional item records from the exceptions report and reconcile your inventory to the single correct entry.  You can view a report of all of the exception records for a range of dates. 

Reports

First, click the Reports icon on the left of the screen. A list of five report categories will pop up. Expand the Inventory tree, and then expand the Master Inventory tree. Choose the Sold Exception Report. Enter the dates of inquiry in the Sold Between fields and press View Report. 
Sold Exception Report 

Items shown on this report were sold but there was either no instance of the item in inventory or the item did not exist in the inventory location provided by the drawer setup.  This can be used as a worksheet prior to clearing exceptions via the Inventory Module.
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Sold Exception Report February 5, 2009 12:20 P.M Page 35 of 54

Company: Epic Touch
Location: Guymon-Store

Sold To
Service | Quantity
Number

BT908 MEDIIUM CELLARMOR HORIZONAL | 2009-01-30 9.97| 9013015565301 [ Ricardo Calderon 0174892 580-206-0433
CASE PINK ZEBRA

BT580 MOT V8 CAR CHARGER 17.97| 9013111184201
BT689 MOTOROLA C139 WALL CHARGER 17.97| 9011912411001 0173667 580-206-0617

BT879 MOTOROLA TRAVEL/ HOME 200 8 17.97| 9012811520101 | Ricardo Calderon 0172296 580-206-0195
CHARGER

BT335 MOTOROLA V139 WALL CHARGER 2009-01-16 17.97| 9011611483602 [ Ricardo Calderon 0171600 580-206-0848

BT783 MOTOROLA V3 HEARTS & STARS 12.97| 9020209410601 | Ricardo Calderon 0170980 580-206-0097

Sold To

Item Code Item Description Sold Date Sold Price Sold Ref # Sold By Account

SNAP ON

200 2
BT783 MOTOROLA V3 HEARTS & STARS 200 5 12.97| 9011517332001 | Mariene Holley
SNAP ON
200 0

SNAP ON

BT869 MOTOROLA V3 TRAVEL CHARGER 17.97
BT348 MOTOROLA V8 CAR CHARGER 17.97 0164487 620-370-0527

BT624 NOKIA SKIN 2009-01-19 14.97| 9011918094401 [ Ricardo Calderon 0175843 580-206-0015

BT783 MOTOROLA V3 HEARTS & STARS 12.97| 9013013033601 | Mariene Holley





Sold Exception with Matches Report

This report has the same information as the Sold Exception report with additional information for some items.  If the item exists in another inventory location, the location(s) and quanity in each will be shown immediately following the item in question.  

In the example below, the BT868 Nokia 6101 Travel Charger was sold in the Guymon store (shown at the top of the list) but there were zero of this item in the Guymon inventory.  However the inventory found 6 BT868s in the Liberal Returns location, 6 in the Guymon Returns location and 18 in the Elkhart Store location.  This will help you determine how you want to clear the exception.  In this case, it appearsto be one of the 6 items in the return location (passive inventory) was sold without being moved to Guymon Store location (the active inventory).  
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Sold Exception With Matches Report February 6, 2009 8:50 AM. Page 77 of 127

Company: Epic Touch
Location: Guymon-Store

Sold To
Item Code Item Description Sold Date Sold Price Sold Ref # Serial / IMEI Service

Number
EPIC COUPON 2009-01-16 -21.89] 9011611442801 [ Ricardo Calgeron | ]

MOTOROLA V139 WALL 2009-01-16 17.97| 9011611483602 | Ricardo Calderon
CHARGER

KRAZR LEATHER CASE 2009-01-16 14.97] ‘9011613535601 | Ricardo Calderon [ ]
EPIC COUPON 2009-01-16 -16.39| 9011613535601 | Ricardo Calgeron | |
100 PREPAID MINUTES 2009-01-16 20.00| ‘9011614065902 | Ricardo Calderon | ]

Company Serial / IMEI Quantity
Epic Touch Elkhart-Returns.

Pre-paid SMS 2009-01-16 9011614065902 | Ricardo Calderon _

Company Serial / IMEI Quantity

Epic Touch Elkhart-Retums

BT868 NOKIA 6101 TRAVEL 2009-01-16 17.97| 9011614420501 | Ricardo Calderon
CHARGER

Company Serial / IMEI Quantity

Epic Touch Elkhart-Store.

EPIC COUPON 2009-01-16 -1968| 9011614420501 | Ricardo Calgeron | |

SD CHARGERS TEAM 2009-01-16 1097| 9011615161301 | Marlene Holley
POUCH

Company Serial / IMEI Quantity
Epic Touch Liberal-Store

NBCOU EPIC COUPON 2009-01-16 -12.01| 9011615161301 | Marlene Holley





When a customer returns an item, in most cases the item is put in a ‘return’ location. This allows someone to inspect the item and determine if it needs to be returned to manufacturer, repaired on site, destroyed or returned to active inventory for sale.  If the item needs to be returned to the active inventory, thereby allowing it to be sold again, use the Exception function to move it from ‘returns’ location to the ‘active’ location.  See example of the active and return location setup on drawer setup image below.

To open the POS Drawers screen, click the Billing Administration and Setup icon [image: image105.png]9]
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 to the left of the screen. Expand the Service Order Information tree and double- click POS Drawers. 
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Resolve Exceptions

Open the Inventory window by clicking on the Inventory [image: image107.png]9]
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 icon on the left of the screen. 

To resolve exceptions you begin on the Search Inventory tab. 

Use this application to merge and resolve inventory exceptions.  To find inventory sold exceptions in the search inventory module, check the Show Inventory Exceptions Only search option.  Other filters such as Sold By, Location, Serial Number, Sold Date Range, etc. may also be used to view different exception groups as desired. Enter the ESN/ IMEI in the Serial # field if you are looking for a specific item; if you want to search for all items, leave this field blank. Press Search Inventory. 
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Select exception items from the list returned in the tree on the left.  The Resolve Exceptions icon at the top[image: image109.png]


 becomes enabled; click on the icon. When selected, it will try to find inventory that matches the recorded inventory that are marked as exceptions.  A new screen will appear. 
Clearing Exceptions for Serialized Items

To resolve the items there are two different processes.  For both, you need to select a transfer reason from the drop down box, and you may enter a comment if desired.
This first option addresses when an item’s selling location does not match its inventory location. When this happens, a screen will display like the one below. The first step in the resolution is to select a Transfer Reason and a comment if desired.  In this illustration, three phones were sold out of the wrong inventory.  One appeared to belong to the First Cell Texas Communications Stephenville inventory but was sold from First Cell Communications Brownwood office. The two other phones belong to the First Cell Clemons Motor Co. inventory but were sold from the First Cell Communications Brownwood office. To resolve this discrepancy, enter how many items need to be transferred, in this case 3, in the Create in Location box. Then enter how many items need to be transferred from the locations in the Transfer From Location(s) boxes. The number in the Create in Location box must equal the sum of the numbers in the Transfer From Location(s) boxes. Once you press Ok, an exception resolution report will display. 
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The second option for reconciling the inventory is to resolve the exception. If the item can be resolved, then to the right of the items listed there will be a Resolve check-box.   If the items should have been in the selling location (they just did not get transferred into inventory correctly), leave the box checked. Upon pressing Ok, the items will transfer (along with all cost figures) from the Ballinger location to the selling location and the exception will be cleared.  If the exception should not be cleared, remove the check from the Resolve box before pressing Ok.  If the item is not resolved, it will remain on the exception report.
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This phone was sold from the Texas Communications Stephenville location but was not found anywhere in any inventory.  If the serial number is not found in any location then you will need to add the item to this inventory.  If the items should have been in the First Cell Texas Communications Brownwood location, enter the received price and select a user to be shown as receiving the item.  When you save, the items will be entered into the location along with all associated cost and sales information.
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Exception Item matches multiple items- it cannot be resolved automatically error message: There is a possibility that 2 or more sold items records have the same IMEI/ESN numbers, causing this error message. For example, if a customer was buying 5 phones, and the CSR scanned 3 of the boxes one time and one of the boxes twice, leaving one box un-scanned, then an exception record would be created for the serial number scanned/sold twice.  To resolve the items with this error message, manually edit or delete one of the serial numbers. 
To do this, skip down and follow the directions under Manual Edit within Resolve Exceptions.  The following instructions will help you understand what to do under Manual Edit. First, find the two matching records. Verify the sold information on the records, and note which record is correct. Now, take the sold information from the incorrect record and determine what should be the serial number. Find the correct serial number in the inventory and enter the sold information from the incorrect record onto the correct record. Go back and delete the incorrect record. 

[image: image113.png]#10.110.40.130 - Remote Desktop.

ftware - Hannah Pulley (hannah)

Eile Edit View Tools Window Update Help

Resolve Inventory Exception

Transfer Reason

Comments

Location

Serial Number(s) Found in Location(s)

First Cell 350412004398222

Texas Communications Stephenville office

First Cell 350412004398222

Texas Communications Stephenville office

Serial Number(s) not found

Received Price

Exception item matches muliple items - it cannot be resolved automatically.

Exception item matches muliple items - it cannot be resolved automatically.





After you press Ok, the Exception Resolution Report will display.
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An exception may be created because the Primary Serial Number was entered into the Secondary Serial Number field and vice-versa. If the item is found due to reversed serial numbers (the error message will say Serial Numbers found Reversed), it is listed and noted who sold the item with the serial number in the reversed position.  Leave the Resolve box checked for auto resolution.  When the resolution is saved, the serial numbers will be corrected and will be transferred from the location and company they were found in, to the location and company they were sold if necessary.
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If merchandise is transferred from location to location and the receiving location does not receive it in immediately, then exceptions can occur and would appear like the following screen.  Here, it looks like the item was found in the same location as it was sold, yet it created an exception.  This was caused from the item being sold from the location before being received into the location.  It is always a good idea to receive any transfers or incoming purchases as soon as possible to avoid this confusion.
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Clearing Exceptions for Non-Serialized Items

Highlight the item in the search list.  The display will show the location where the item(s) was sold, a description of the item, and how many items could not be reconciled in this location.  Press the Resolve Exceptions icon [image: image117.png]


. Next, you need to select a transfer reason code and enter any comments related to this change.

There are two options for clearing exceptions for non-serialized items.  In the first section, you may create the items in this inventory by entering the Received Price and Received By. They will be treated as if they had been previously received in this location. In the second section, the inventory has found this item at one or more alternate locations.  You may choose to transfer a quantity from items listed in stock in another location or company to this location. There may be several alternative locations available for selection. Enter the number of items you want to create or transfer in the appropriate field.
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Press Save to reconcile the item.  When the resolution is saved, the inventory will be updated, and a resolution report will be produced.  It may then be saved or printed as needed.

Manual Edit 

Within Resolve Exceptions

This option should be used with care.  Manual entry does not currently do any tracking or reporting; however, PSA is installing an audit table behind this function that will keep track of these changes.  This option changes the data directly in the file.  You must have the Inventory Sub Module – Manual Edit authority to use this function.

Should you find an exception with incorrect information such as a bad serial number, you can use the Edit function to correct and resolve the exception.
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Press the Show Detail button (instead of pressing the Resolve Exceptions button).  Press the Edit icon in the tool bar.  Correct the serial number (and any other incorrect information) and press Save.  Now you must resolve the item, which will merge the new information into the sold record and no longer show in the next exception list.  To reset the Resolve button, click outside of the item and the tree. 
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Press the Save button and the exception will be resolved.  The ‘Exception Resolution Report’ will be displayed for printing and the flag will be set to show this item has been resolved.


[image: image121.png]B
Eile Edit View Tools Window Help

~] GoTopage 1 [=]

]8]S [T ][] e

o[ =]

HE B

Tl W) [@e|d |

Exception Resolution Report

Reason: Misc. - See Comment

Octaber 24,2007 525 P 1.

Comment: test

Ttom Code From CompanylLocation To CompanylLocation emDescription Total Cost
KRZR Wi Tex Celutar Wie Tex Cetuiar Wtorais KRZR om
Texas Cammunications Brownwacd ofce | Texss Communications Bramnwood offce | IWE!
[sssarorosensm

Paget

Viewing Report

Page 1of 1





Outside of Resolve Exceptions. 

This option can be used to correct items found outside the resolution process.  Find the item that needs to be manually edited using the Inventory Search function.
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Highlight the item to edit.  Manual edit must be done in the detail, so press the Show Detail button.  

Press the Edit icon.


[image: image123.png]9 W] [@]®

nventory Results |

Master itoms

- Wast Central Wird

WOTO. C155 G
HOTO. MO0 GSM FI
HOTO. V180 GSM
HOTO. V3 RAZR G|
MOTO. V555 GSM
HOTO. V60T COLOf
MOTOROLAVIT1 G
NOKIA 1100 GSH
NOKIA 2260 - TDIA
NOKIA 3220 GSH
NOKIA 3560 TDIA
NOKIA 3620 GSH
NOKIA 6010 GSH
NOKIA 6170 GSH
NOKIA 6360 REFUR
NOKIA G560 / TDMA
NOKIA 6620 GSH
NOKIA 6820 GSH
PALM TREO 650 GSI
SONY ERICSSON J:
SONY ERICSSON P
SONY ERICSSON 7
SONY ERICSSON 7

)
~ Wast Central Wirels

4

Inventory Master ltem

Company.

Location

Iventory tem Desc.

Total Quantity on Hand

Print Label

West Central Wireless

West Central Wireless - Brady - TX-15

MOTO. BAG WICALLER ID - TOMA

Inventory Master ltem
Company. West Central Wireless hd
Location West Central Wireless - Brady - TX-15 ~

Nentory ftemDesc MOTO. BAG WICALLER ID - TDNA

Status New -
PO Number

Serial#

Esn 23700726752

Received Information

Received By |lancetx - Lance Goforth

Receieved Date [10/2500:

=il






[image: image124.png]W [@]e

Master itoms i
~ Wast Central Wirels
- Wast Central Wird | Company

Inventory Master ltem

MOTO. C155 GSM_| | Location
HOTO. MO0 GSM FI

HOTO. V180 GSM Iventory tem Desc.
HOTO. V3 RAZR G|

HOTO. V555 GSM Total Quantity on Hand

oTo Vo oL
NOToROLAVATI o
Novin 100ty || [_prmtLabet |
NOKIA 260 - ToMA

NoKA 220 o5
NOKIA 3400 ToMA
NOKA 020 6o
NoKA 010 6o
NOKA 8170 oo
NOKIA 360 REFUR
NOKIA G300 1 ToNA
NOKA 020 O3
NOKIA G820 0o
PALHTRED 020 G
SONYERICS30N
SN ERICaRON P
SoNYERICasON 7
SoNYERICasoN 7

West Central Wireless

West Central Wireless - Brady - TX-15

MOTO. BAG WICALLER ID - TOMA

[Esw T2,

Received Information

RecelvedBy [jancetx - Lance Goforth -
Receieved Date [10/25/2005 Eol
Received Price 16900
Sold nformation

SoldBy -
Soldate [10/2572005 Hol

Sold Price

0.00]

ID





Fields available for edit are Company, Location, Status, PO Number, Serial Number, ESN/IMEI/ICCID, Received by, Received date, Received price, Sold by, Sold date, and Sold price.  To change the status of an item, you need to select the status from the drop-down box. Options for status are New, Sold, Loaner, Repair, Transfer, In Transit, Used, Sold/Returned, Resolved Exception, Damage/Disposed and Missing. (To add new statuses, contact PSA.) To change the Sold By, open the drop-down box and select the correct salesperson.  If the item is not sold, open the Sold by drop-down and press ‘page up’ until the field shows blank.  This will restore the item to a different status and remove the sold by information.  Press Save after editing fields.

To correct serialized items where the serial number is correct but the item number/type is incorrect, use the Edit function.  Locate your item, press Show Detail then press the Edit icon in the tool bar.  At this point, use the drop-down to select the correct item number/type.
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You must press Save to complete the edit.  You must now go back to the exception list and Resolve the item.  

Returns
Manual Returns

It is possible to manually return an item into inventory, bypassing POS. This will be useful if an item has been marked as sold, but really has not been sold and needs to be re-added to inventory. To re-add the item, manually change the status of the item from Sold to New. Then find the Sold by field and delete the information on the sale, leaving it blank. The item will be re-added to the inventory. 

Return to Selling Location

If someone returns a phone that is not in a new condition and cannot be re-sold as new, you can add the phone back into inventory as used so that it can be resold. To do this, first remove the item out of the ‘Returned Inventory location’ and into the sellable inventory location. Then change the status of the item from New to Used. 
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This report can also be generated by going to the Reports Module and selecting Purchase Order Received Report and entering the purchase order number.
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