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Purpose of this Guide

This guide is intended to show you how to setup the inventory stock control functionsin
Sedona Office™. It isnot an operational guide on how to run and operate stock control
within your business.

Page 2 of 15



s IDFHCE

Inventory Setup Guide

Setting up the Inventory Application

The first step in turning on the Inventory application isto set it up in the Application
Preferences. Select the Inventory option from the Application Preferences section under the
Company Maintenance.

Inventory Preferences
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Asset Account

The Asset Code is the default inventory Asset Account (G/L Code) used for the Inventory
system. Once Stock Tracking isturned on (see below) then each Warehouse will be set with
an Inventory Asset Code. If Stock Tracking is turned off, then this Account Code will be
used as the Inventory Asset for all inventory entries.

Cost of Goods Sold Accounts
When Parts are issued they will be expensed through one of the three Cost of Goods Sold
Accounts.

e Jobs— This COGS account is used for all issues of Partsto Jobs.

e Service—This COGS account is used for all issues of Parts on Service Tickets.

e Other — This COGS account is used for all issues on miscellaneous invoices.
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A/R Setup Account

Thisisthe default Invoice Item that Parts will be invoiced with. The selected Invoice Item
must be defined as an Inventory Part. Thiswill determine how Parts are recorded to the
General Ledger.
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Stock Tracking

If you plan on tracking your stock quantities then you will have to activate the Stock Tracking
features.
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Track Stock Quantities

To track your stock quantities select the Track Stock Quantities option.

e Warehouse — Thisisthe default Warehouse for the system.

e Default Vendor — Thisisthe default Vendor for the system.

e Transfer Account — Thisisthe G/L Account that will be used to transfer parts between
Warehouses that belong to different Branches. (Think of this as the inter-company
transfer account.)

e Physical Adjustment Account — Thisisthe G/L Account that will be defaulted for
adjustments (either debit or credit) for Physical adjustments.

e Negative Quantities— This option will determine if you will allow Parts quantities to
be negative or not.
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Table File Setup

Warehouse Setup

A Warehouse is a physical location that Parts will be stored in. Y ou can setup as many
Warehouses as you need. A Warehouse can be your main location, atruck, aremote office,
or any other place where you store Parts.

Select the Warehouse option under the Inventory menu to setup your Warehouses.

£
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Code — Thisis the reference code for the Warehouse

Description — Thisis adescription for the Warehouse

Branch — Thisisthe Branch that this Warehouse belongs to

Account — Thisisthe G/L Account that will be debited when parts are received and
credited when parts are issued.
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Product Lines

Product Lines are used to group like Parts together. Y ou can create as many Product Lines as

you need. Each Part will be assigned to a Product Line.

Manufactures

Each Part can be assigned its Manufacture.
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Parts Setup
The next step isto enter your Parts.
Parts Information
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Part — Thisis the Part Code, it can be your generated code, or a manufactures part
number.

Description — Thisis the default description for the Part. This description will default
the Sales and Service invoice descriptions below.

Detail — Thisis your detailed description for the Part.

Product Line — This identifies which Product Line group this Part belongs to.
Manufacture — This is the manufacture of this Part.

Customer Equipment — Check thisbox if you want this Part to be assigned to the
System equipment list for your Customers when used on Jobs and Service Tickets.
A/R Setup — Thisis the default Invoice Item to be used for invoicing purposes.
Invoice Description — Thisis the description to be used for Sales and Service invoices.
Price — Thisisthe price to charge the customer by default for Sales and Service.
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Vendors

Select the Vendors that you purchase this Part from. For each Vendor you can set the Vendor
Part number and the Purchase Cost from that Vendor. One Vendor will be identified as the
default Vendor for this Part.

x
Inactive
Eart |0-4935g L
F Part Information =] Vendors I (1] Altemate Parts I = Warehuusesl
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Alternative Parts
Y ou can setup Alternative Parts to be identified in case this Part is not available.
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Warehouses

Thelast step is to set the Warehouses this part will exist in, and identify the minimum and
maximum quantities to maintain in that Warehouse.
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Physical Processing

Once your Parts are setup in your Warehouses, you will need to do a Physical to establish
your beginning balances. This same process will be used to do periodic physicals of your

Warehouses.

Setting-Up the Physical

Select the Physical option from the Inventory menu to create a new Physical process.

Code IMain Warehouse

Setup Information | Farts I

X

Drezcription
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Start Date
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Create anew Physical by selecting the Warehouse to perform the physical on. Once the
Physical has been created then you can print a count sheet. From there you would enter the

actual accountsinto the system.
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Enter Your Physical Counts

From this screen you enter your actual account bal ances.

=101 =j|
1T rrmocrmr— Vew i |
Panl | Erceigtn | ot | Presfuct Linm | Foow | Shell | Ban | Uae Count | » Cound | Hui iy |
i | Colow Caremy 1T B THL Caroes 1 Fy 1 Admirdbsor ] i i
i P 5006 Fia S0 Parel Fic S Farm Conérgl Parsts Adrrambisfo a 4 1:
| |00 | R0 Ciatol Paned 24 Zore Cowdaol Cimirid Pagesds BalrarddLgi | [} 7 |
1 B | ML & Coonbi Paped 16 Ziore el Conirol Py Adirranlogior -] § 5l
T T iGN ContciParel |ContolFarels (& [V |V | Admiress | 0 i a
|| C-100 1E Zorue Fappiaid Co100 Eaypid I Fim s | Adrrailighe | =] E| 3
B [3F:] kv Fespad FisdEnghah LD | Kespad 3 |3 % Adviisis | [+] 3 A
|| al-0r¥5g oo 8350 Cappend | 0 zone kodkeppsd - | Epepad 1 o (i |1 | 7] i o
Heww Pt duk] Emmting Pt il | Lo |

Review the Variances

Here you can review the actual accounts versus the physical amounts you entered.
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Release the Physical
Once the physical is completed, then you can release it and update your stock quantities and
values.

ini. Physical Release x|

[~ Releaze
v Auto Adiust and Belease

Releaze Date  n4/22/02 E
Account Code | E171 ;l
COG - Oiher

temo Physical by Michasl...

LCancel |

If you do not want to adjust the quantities and values then select the Release option. Thiswill
close the physical without making any adjustments.

To close the physical and update your quantities and values, then select the Auto Adjust and
Release option.

e Release Date — Thisisthe date the physical adjustments will be posted.

e Account Code—Thisisthe COGS G/L Account to be used for the physical
adjustment. This account defaults from the Inventory Preferences.

e Memo — Thisisany memo you would like to add to the transaction.
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Parts Explorer

Select a Part from the Parts list to view its full detail.
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From the Parts Explorer you can view all the details on any Part.
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Technician Setup

Once you have the Inventory system setup, you will need to assign each Service Technician to
aWarehouse. Thiswill be the Warehouse that Parts are issued from when used on a Service
Ticket.

=3
[ Inactive
% General
Name [Bill Frank =i
Service Company [ Alam Division =]
wiarehouze | Truck i |

J‘f Begin Day From

Address {11037 Puma Run

City [Littletar:

State | Colarado ;I
Zip Code 30124

(] Cancel

Note: Thisis also where you setup the starting address for the Technician for the mapping
software. The addresswill default to the Service Company address, but can be overwritten if
the Technician starts from another location.
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