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ACPlus Stock

The ACPlus Enterprise system includes the ability to carry out stock-based tasks which link in with
the Accounts, POPS and SOPS modules in the system, as well as our EPOS program.

Within the stock module you’ll have the ability to control stock quantities, locations, pricing and
much more, whilst also having access to a range of figures, including transaction history, month and
yearly turnover and a comprehensive range of stock reports.
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Stock Maintenance
Creating a Stock Item

Stock items are created in the Stock Maintenance screen. Once you’ve opened this screen, you'll need to enter
the information for the stock code. This includes the description, any product group, prices, nominal codes and
any other information that needs storing with the stock item — but don’t enter a stock code into the ‘Stock

Code’ box, as you’ll create the code later on.
There'll be more information on some of the stock information options later on in this section.

(¥} Stock Maintenance
(1|1 ] & @ 2 | @
Clear | New Save | Refresh | Seach Prev Next Label | Delete | Exit
Stock Code -
Description ‘ ‘
Desc2 ’ ‘
Group | Manufacturer M

E‘Detail i= aty| §§_Special| Advance' ﬁ Usagel = Historyl IZNotes ‘l|_||j| Barcodesl Account! 5 Movementl @POSI "@] Web/!mage'

pice | 0.00]| wsprice [ £000] []Calculate Price Conv Factor (P) :‘ Units :| Cat Seq. |:l
Qerride | £000]| Overide [ 000 () Markip% ] Weight (grams) | | pack [ |
:‘at::‘p Yol Matrix Code I:I ~Reordering -
Sales Units l:] [ Price Per Unit ] r.fu‘l‘t\p::sg \:I e :] e D S
£8% =000 ] OmitReorgering Untit [ |
Owned By N
Sales Nominal 101010 V| VAT Code E] Minc Pricing Code :’ DefaultStockholding [ |
Purchase Nominal | 205010 ~ VAT Mix % l: Location 1 = ™ Promotional
—Costs~ Options itk
Standard Foreign Cost [ Non-Stock Item [ Serial Number ltem  Replaced By e
Average Cixrency < || | O Second Hand [ Require Bin Usage \:I AJ Updatea
[ Suspended [ Discontinued
[0 Manufacture On Demand ] No Discounts [ Exclude From Web
_EIFO—’ [ Batch ltem [ Picco Prompt

Picco will prompt for ind

| detail, eg.
serial number when proc e

live issue

(=)= =

Fig. 1 — The Stock Maintenance screen.
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Once you’ve entered all of the information for the new stock item, press the ‘Save’ button. You’

shown a smaller window with a textbox to enter the stock code for this item.

Create Stock ltem

Enter 2 code for the New item

Fig. 2 — The window for entering the stock code.

Il now be

The stock code should be unique, but don’t worry about remembering whether or not the code you wanted

has already been used or not, as if it has then you’ll be asked to enter a new code.

Deleting a Stock Item

To delete a stock item, select it from the dropdown list in the ‘Stock Code’ menu. This list will display all of the
saved stock items, with their code in the left-hand column, the description in the middle column and the group

(if assigned one) in the right-hand column.

Once you’ve selected the item that you want to delete, press the ‘Delete’ button at the top of the page.

[T} Stock Maintenance (=N |
00 &@| & B + = D@
Clear | Mew Sawve | Refresh | Seach Prev Mext Label ||Delete || Exit
Stock Code [pRETEME ] Delete the current stock item
Description ‘Item to be deleted. ‘
Desc2 ‘ ‘
Group ~| Manutacturer ~
B Detail 1= aty Ugé;is;amal‘ Advancs‘ # u;age‘ = Hlstnry‘ Notes| 'ml_"Eardes‘ A(munt| 5 Mn\tement‘ §P05| @Weh/lmage‘
pice | £10000] ysprce [ 009 [ Calculate Price Conw Factor (F) I:l Units I:l Cat Seq. I:l
Cerride [ c000| override | oo [ Markip I:l Weight grams) [ | Pack | |
M L Matrix Code I:l Reordering
Pal.ndln;
Sales Units l:| Price Per Unit
RRP £0.00 3 l:| ) ) )
Ovwned By = Omit Reordering Until l:l
Sales Nominal 101010 | VAT Code M Inc Pricing Code l:l Default Stockholding l:l
Purchase Nominal | 205010 v VAT Mix% |:| e T " ™ Promotional
Costs Options
standard ‘ B Foreign Cost 0.00|| | O] Non-Stock Item [ Serial Number ltem %
peee - o [ Second Hand Orecurepnusage | Al Upated
- [ Suspended [ Discontinued 26/09/2018 15:49:33
Last
[ Manufacture On Demand [ No Discounts [ Exclude From Web
M [ Batch Item O Picca Prompt
Picco will prompt for individual detail, &g
serial number when processi e
Fig. 3 — An item that needs to be deleted.

You will then be asked to confirm or cancel the deletion — once an item is deleted, this cannot be undone.
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Delete ltem X

_:' Are you sure you want to delete item DELETEME?

oK I Cancel

Once you’ve pressed “OK”, this item will have been removed from the system.

You cannot delete a stock item that has a transaction attached to it, or is being used in an open order.
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Editing a Stock Item

To edit a stock item, select it from the drop-down list in the ‘Stock Code’ menu.

You’ll now be able to edit the information associated with the selected stock item. This includes the
description, prices, units and any other information that the system allows for. The only piece of information

that cannot be edited is the stock code.

[ Detail $= aty| 2% Spmal! Advan:el # Usagel

(%} Stock Maintenance
OO0 & & (K € 2 & & |8
Clear | New Save | Refresh | Seach Prev Next Label | Delete = Exit
Stock Code |EDI12ABC -
Description {An item that needs to be edited. ]
Desc2 ’ ‘
Group EPOS [V] Manufacturer ~l

= Hismryl [@ notes| 1l Barcodesl @Ac:oun¢| 5 anementl EJros @ﬁw:b/lmage|

Price | £31-°0| WS Price [

Override | £o.oo| Override [

101010 v|

£o.oo| [ Calculate Price

2000 © Markup %
) Markup Value

VAT Code E M inc

Weight (grams) | | Packl |

i " i Rounding
Sales Units I:I Price Per Unit
u o O \utiptes L] Cedtcose [ | | lesaTme D

Owned By v

Omit Reordering Until [:I

) ‘ [ Suspended

Sales Nominal Pricing Code I:] Default Stockholding
Burchsse Nominal | 205010 O] wwns [ | poction 7 ™ promatiora
—Cost: I Options
Created
standard | [ £1650] ForeignCost | 0.00] ;D Non-Stock Item [ Serial Number ltem ~ Replaced By 26/09/2018 00:00:0
Average | < || | O Second Hand O Require Bin Usage _HJ

Updated
26/09/2018 15:58:40

[ Discontinued
[ No Discounts

| O Manufacture On Demand [ Exclude From Web

[ Batch ltem [ Picco Prompt
Picco will prompt for individual detail, eg

serial number when processing live issue

Fig. 4 — An item that needs to be edited.

Once you’ve pressed the ‘Save’ button, you'll be notified that the changes have been made successfully — once

again, these changes cannot

be undone once saved.

B oo ) EE=]
OO0 d| & A & = & & 6
Clear ' New Save @ Refresh | Seach Prev Next Label = Delete = Exit
Stock Code [EDIT2ABC =
Description [This s now an edited item! ]
Desc2 l ‘
Group TEST ~ | Manufacturer |
B Detail $= Qty| &6 special| & Advance| #8 usage| = Histony| [ Notes| Il Barcodes| B Account] 15 Movement| = Pos| €@ web/mage|

Price £50.00| s price £0.00| [ Calculate Price

Conv Factor (P) l:' umst

B —

Override £0.00|| Override £000| (2 Markup % I:I Weight (grams) | | pack [ ]
LMo alile Matrix Code l:' Reordering
salesunits [ |OPricePerunt [ foundng ]:|
Mutiples Credit Code leadTime @) | ]
RRP y A
= - || PR 5 | omtreoernguni [
Sales Nominal 101023 o] vaTcode | Minc Pricing Code I:l Defautt Stockhoiding | |
Purchase Nominal | 101023 ] varmixs :’ Location 3 = ™ Promotional
Costs Options —— Save item X
cr
Standard Foreign Cost [ Non-Stock tem [ Serial Number item % o b
P — 7] | Dsecona an DReauieBinUsage | —— i o b itiniice
[0 Suspended [ Discontinued 26
] Manufacture On Demand [ No Discounts [ Exclude From Web 1
mo | Dsstchtem D0 Picco Promot
Picco will prompt for individual detail, eg.

serial number when processing live issue

Fig. 5 — The saved item.
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Stock Details
Some of the information on the Stock Maintenance screen is outlined below.

Price

In the top left of the ‘Detail’ panel, there are two textboxes inside a purple box. One is captioned ‘Price’, the
other ‘Override’.

The ‘Price’ textbox is used to store the price at which the stock item will be sold.

The ‘Override’ textbox is used to store an alternative price which is used over all other prices for the product
throughout all of the systems. For example, this would be used to save a promotional period price. When an
override price is saved, this will not cancel out discounts that are given to customers on this product.

| Detail = Qtyl b4 spe

Price £0.00
Override £0.00

Fig. 6 — The ‘Price’ and ‘Override’ textboxes.

Costs

In the bottom-left of the Stock Maintenance screen, you have the option to save different costs to the stock
item. The costs are the prices paid when it is ordered in from your suppliers.

The ‘Standard’ cost is the cost that is usually paid for the item when it’s being ordered in. The ‘Average’ cost is
the cost that is paid on average for the item, if the cost changes occasionally, and the ‘Last’ cost is what was
most recently paid when ordering the item in.

Below this, there’s the option to mark the item as FIFO (first in, first out). This would be the case for items with
a sell by date.

Finally, there’s a box to set any foreign costs with a currency to match where the item has come from. This is
used when importing items from a country using a different currency, so that you don’t need to keep altering
the costs in GBP as the exchange rate changes.

Costs

Average | £0.00|  currency v
FIFO

Fig. 7 — The ‘Costs’ options.
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Price Calculation

If you want the price to be calculated based on the cost of a stock item, rather than having a fixed price, you
can do this by putting a tick in the ‘Calculate Price’ checkbox.

[] Calculate Price
¢} Markup %
) Markup Value

Rounding
U Multiples

UL

Fig. 8 — Price calculation.

When this box is ticked, the other options below it will become enabled. You’ll be able to choose whether to
calculate the markup based on a percentage or a set value (with a textbox to save the percentage or value to
use) and also select whether or not to use rounding multiples, with textboxes to set the rounding multiples to
use.

VAT

You can save which VAT code a stock item uses by typing it into the ‘VAT Code’ textbox. Next to this textbox
you can enter whether or not the price saved is inclusive or exclusive of VAT — tick the box if your saved price
includes VAT, or untick it if your price isn’t inclusive of VAT.

The third option here is ‘VAT Mix %’. This is used if a stock item has a VAT % that doesn’t have its own VAT
code.

VAT Code o Inc

VAT Mix %

Fig. 9 — VAT options.

Others

Three other pieces of information that can be saved to a stock item are the conversion factor, item owner and
sales units.

The ‘Conv Factor (P)’ textbox is to calculate how many sales units of an item is included per purchase unit. For
example, if you order an item and buy one box containing 10 individual items to sell, the conversion factor
would be 10. Then, when you receipt an item on an order, it will multiply the quantity ordered by the
conversion factor to work out how many to increment the “Quantity on Hand” value by.

The ‘Owned by’ drop-down list will display a list of suppliers. If a stock item isn’t owned directly by yourselves
but is instead sold by a supplier, the supplier selling it should be selected.

Finally, the ‘Units’ textbox is for you to enter the units that the item is sold in.

Rev: 19/06/2023 Page | 12
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Other Stock Pricing

Stock can also be given different prices based on conditions. These may have to be maintained as the standard
item price changes to ensure that all prices change in correlation.

Quantity Pricing

Quantity pricing can be added by selecting a stock item and opening up the “Qty” tab. From this screen you
can set different prices for the item per quantity purchased. For example, if a customer buys just one of an

item then the price may be £5, but if they buy 10 then the price may be £42, rather than £50. This is where
these discounts are set up.

B nmnII;E aty % special| £ Advance| #8 Usage| = istory| [2 Notesl I_-Il]r Barcodes| ‘5 Account| %5 Movement| 2] Posl 3 Web/image|
Quantity Pricing For | SUPPORT

Quantity Pricing

Qty From Price

Fig. 10 — Quantity pricing.
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Special Pricing

The “Special” tab is where customer special prices are created, to allow discounts or different prices for certain
customers. You'll need to select the customer from the drop-down list before entering either a fixed price that
the customer will pay, or a discount percentage to be taken off the price.

Quantity Pricing For |SUPPORT

Account Code

Special Account Pricing

Fig. 11 — Special pricing.

Advanced Pricing

To set promotional period prices (or a price change as of a certain date) go into the “Advanced” tab.

In here you'll be able to select a date from which the price will be used, along with the new price for the item.
If this is a temporary change, you’ll need to remember to change it back or delete the rate as it will use this
rate indefinitely otherwise.

Advance Pricing

Fig. 12 — Advanced pricing.

To delete a rate from either the quantity, special or advanced pricing sections, use the row selector to select
the row and then press the ‘Del’ or ‘Delete’ key on your keyboard. Once you’ve confirmed the deletion, the

Rev: 19/06/2023 Page | 14
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rate will be gone — the changes won’t be confirmed until you’ve saved the stock item, so you can always reload
the stock item if you delete the wrong price.

To save the prices you can either use the regular ‘Save’ button at the top of the Stock Maintenance page, or
when deleting a rate there’ll be new red button that can be used to save the change — either of these will
work, the red one is just there as a reminder to save the deletion.

Quantity Pricing For |ACPLUS B Save Spedal Pricing

Fig. 13 — The additional save button for saving price deletions.

Other Stock Functions

Stock Quantities

The grid in the top-right corner of the Stock Maintenance screen is used to show quantity values for the stock
item. There’ll be one line for each location in the system, with the two left-most columns showing the location
code and name respectively. The next column along is the “Quantity” column, which is where you can enter
the current number of the stock item that you have in stock. “Allocated” will show the number allocated to
orders that haven’t yet been despatched (a view of these can be seen by clicking in the grid cell), with the
“Free Stock” being the total number of stock minus the allocated stock. “On Order” will display how many of
the item have been ordered (but not yet delivered), with the final two values being reorder values — one for
the reorder quantity and the final one the maximum reorder quantity.

Stock Usage

Under the “Usage” tab you have the ability to view information on sales and orders figures for the selected
stock item. The screen includes a graph of monthly figures for that selected item, information on incoming and
outgoing numbers in terms of value and quantity and also offers the ability to print a physical copy of this
information.

Show Field |Quantity Sold - e Print
‘ Turnover
Year January February March April May June July August September October November December
Date Created Last ‘ Stock Usage
Qty Date |
ﬁ Sold [“T— ,— 092016 | | Year Mth Sold Qty Sold Cost Sold val Rec Qty Rec Cost
Received ) [ 1/01,0001

Fig. 14 — The Usage area.
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Stock History

To view a full history of the transactions attached to a stock item, go into the “History” tab. From here you’ll
be able to see all of the transactions that have been processed for the selected stock item, with the ability to
view transactions done from a specific location, view just a selected transaction type as well as search by date
and transaction reference.

@Detaill §EQty %Speciall Advan(e] @ Usage' = History lZNotes |ﬂ|j| Barcodesl @A(:ount] "_;1 Movementl JQPOS ‘@Web/lmage
v I~ ANl Quantity Types v

Transaction History

>L

Type Date Reference Description Qty Value From To User 1D Loc1Qt Account
Recept/DeOrd | 24/07/18 | test Receipt/DeOrd 1000 £1,100.00 GRANT
£1,100,00]

GRANT

24/07/18 | test

PO | 24/07/18 GRANT

) | 24/07/18

24/07/18 | test Receipt/DeOrd £1,100.00] GRANT

GRANT

£1,100.00]

1
1
1
1 GRANT
1
24/07/18 1
1

24/07/18 | test

1000| £11

GRANT

Fig. 15 — Transaction history examples.

Notes

The “Notes” section is for adding any notes about the stock item that may be needed. This could be reminders
of price changes, a more detailed description of the product, or anything else you need to keep a note of.

[ Detail| 1= aty| §§5pe(ia‘1 Acvan(zl <} Usagej = H»sturyigz_qu‘5§ iy Bar(odesl @Auouml 5 Muvementl EJros @wmlmagel

Fig. 16 — The “Notes” section.
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Barcodes

This is the area you'll need to go to in order to enter any barcodes for the selected stock item. When scanning
a barcode in EPOS, if the barcode isn’t assigned to a stock item then it will check to see if a stock item exists
where the stock code matches the barcode of the scanned item.

Detail| 1= aty| & special % Advance| £ Usage| = History| Nbiesl Ilﬁﬂ B Account| i W | 3 i’og ) Web/image|
Barcodes For Item: ,wes—

Barcodes

Fig. 17 — The barcode entry screen.

Account

The “Account” tab is used for entering information regarding stock items that need to be purchased from
another company. You’ll be able to enter the supplier, along with the stock code for the item that the supplier
uses, and the price that is paid when being ordered from that supplier. There is also the ability to enter the
supplier department that would handle the ordering of that item, an automatic reorder quantity and the
choice of marking your preferred supplier.

[ Detail| 1= aty| &6 Spulalré Advance| 88 Usage| 5 istony| [2 Notes| Il Barcodes Iﬂmunt ' Movement| = Pos| €& web/image|
ftem |ACPLUS

Stock Suppliers / Customers
Their Stock Code
4562

Fig. 18 — Example supplier account details.
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Movement

To process a stock movement, you'll need to use the “Movements” tab. You'll need to enter the movement
information, including the movement type and date, a reference and description, the quantity being moved
and more. To the right-hand side of the screen there’s also a basic overview of the selected item.

E‘Detan| = Qty] @s;:ecm] Advan(el [} Usag:[ Hvstary[ @Nom[ 1] Barcodes[ B account| [ Movement =) POS "{E‘]Webﬂmag:[

Process A Movement For This Item

Type ~ LocFrom | 1 ) Stock Code: ACPLUS

Description: Al standard AcPlus systems including SOPS, Stock, POPS, Accounts, EPOS, Jobcosting etc
Date locTo |1 v Description2:
Cost: £110.00
Reference v Price: £750.00
ode:
Quantity :l N l:]pu,chaseccme,sion Sales Nominal: 101012

7/ Brocess | Clear

Fig. 19 — The screen to process a stock movement.

POS

The “POS” tab will enable you to view writeoffs, set up multibuy information and enter other details regarding
the way a sale of the item is processed. You'll be able to link documents and set up vouchers in this screen.

B petail] $= aty 6spe<val| B navance| €8 Usage| = H\stor\/‘ Nolesl Il Barcodes| B Account| 5 Mavement{E;g POS »@wabumage!

POS Multibuy POS Options Voucher
Quantity To Buy 0 I~ Manual Price Request ™ Is Voucher Redeemed
Get 0 % off cheapest - OR get cheapest one for Lllis 2 pOs Retund I Is Voucher Issued
Link Code Open Multibuys ™ Check Age Document
I™ GiftCard 1 Document| .| x
Writeoffs
Date Oty  Each  Total User Til Pd  Batch Ln Reference Description

Fig. 20 — The “POS” screen.

To set up a multibuy, enter the quantity that needs to be purchased for the multibuy discount to be activated.
Next, enter the discount percentage that is taken off the cheapest price, or alternatively the fixed price that
the cheapest item will cost.

The link code is the unique code for this multibuy. When creating a multibuy on a stock item and giving it a
code of, for example, Al, you’ll be able to link other stock items to this to a multibuy by using the same link
code, Al. This will then discount one of the cheapest stock item in the purchase.

Rev: 19/06/2023 Page | 18



ACPIlus Enterprise User Manual Version 1.1

Web/Image

This is the area of the system from which a stock item can be linked to a website. It includes a textbox for
entering the web page URL as well as the image URL, plus the location of the image on the local network.

Once a local image file has been selected for use, it can be viewed both as it looks locally as well as how it
looks on the web page.

E‘Detai|| = Qtyl &Spmall (}Admnu| [} Usage‘ = Hu(nryl [@ notes| Ml Bar(udesl @A«uunt| 5 Movamentl QPOSI [&5 Web/image

Web Page URL | Browser View
Image URL | Refresh Preview | 'Mage Filename ] Refresh Preview

8

No Image Set

Fig. 21 — The “Web/Image” screen.

Movements

Stock movements can be processed by using the Movements screen. This will offer the ability to enter a more
in-depth record of a stock movement than the Stock Maintenance screen.

You’ll be able to mark the movement batch type, the movement type, the date and reference, as well the
location that stock is being moved to and from, the stock group and the supplier.

8 Stock Movements | [
1 i 2 - - ]
Clear Process | Save Layout Resetlayout | Print Returns Note | Exit
Batch Type Movement Defaults Pre-Fill Grid
T
(& Batch Movement e Date 02/10/2018  LocFrom |1 v Group v B
e K
" Stocktake m Reference |Batch Moven LocTo 1 v Supplier v Fill
Movements
Stock Code Description Serial No Qty Tot Val Date Reference Best Before
* || | |
< >

Fig. 22 — The Movements screen.
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If you have selected a stock group or a supplier, pressing the “Fill’ button will automatically populate the grid
with all of the items for the selected group/supplier, or if populating both of the criteria then it will fill the grid
with all of the items in the chosen group, which are linked to the chosen supplier.

To add a new line to the movement, select the stock item from the drop-down list in the “Stock Code” column.
Then for each item, fill in all of the details (‘Qty’ is a required field) that you have for the movement.

Once all of the lines have been entered and you’re ready to process the movement, press the ‘Process’ button
at the top of the screen.

Location Replenishment

Location Replenishment will allow you to insert, edit and delete records marking stock movements from a
warehouse to a location.

You’ll not only be able to create a new replenishment record, but also view, edit and delete existing
replenishments as well as print the selected replenishment.

ﬁLocation Replenishment = H =
Reple secondary location fi nain warehouse location es
Select Warehouse Location | | v
Replenish Location v Load
Replenish location 0 from wareh 0  Created on <N/A> (0)
Replenishment Lines
Stock Code Description Qty Sold  Rolled Over REQUIRED Actual Rollover
* O

[l Save s, Print [} Process 7Delete |

Fig. 23 — Location Replenishment.

In the two drop-down lists at the top of the page, the options will be the locations that you’ve set up. In the
top box, select the location that stock is being moved from and in the bottom one select the location that
stock is being moved to.

When creating a new replenishment (i.e. a replenishment from one location to another that stock hasn’t been
replenished between before), a red ‘Create’ button will appear in the place of the ‘Load’ button. Click this
button to create a replenishment relationship between the two locations.

As this is the first replenishment for this location, you’ll be shown a new screen with all of the transactions
processed at the location that you’re replenishing. The next step here is to select the first sales of the date
range you wish to replenish (e.g. if you wish to replenish from September 1% to September 10™, select the first
sale for September 1% and the first sale for September 10t).
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This is something that you’ll only need to do once, as subsequent replenishments will follow on from this first
one.

Replenishment Start X

Replenishments are based on sales from that location. As this is the first replenishment for this location, pick the first
sales of the date range to replenish. Subsequent replenishments will simply follow on from this one, so you will only need
to do this once.

Transaction ID Selection

ID Date Qty Stock Code Descriptic

@OL(, @Qancel

Fig. 24 — Replenishment Start screen

Once you’ve selected the required transactions, press the ‘OK’ button. Then, save the replenishment using the
‘Save’ button in the bottom-left corner, before processing it using the ‘Process’ button.

When loading an existing replenishment, select the warehouse and locations in the same way as when
creating the replenishment and press the ‘Load’ button. Then select the stock items to replenish. The system
will then calculate how many times that stock item has been sold since the last replenishment and populate
the information in the grid accordingly. Once all of the items have been replenished, save and process the
replenishment.
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Groups

To create a stock group, go into the Groups screen. This screen is fairly simple. You’ll have a list of the stock
groups that currently exist, displaying the code, description, master group and any notes that are stored for
the group, along with the zone and count of items within that group. At the bottom of the screen there’s a
series of buttons: ‘Delete’, ‘New’, ‘Edit’, ‘Refresh’, ‘Rename’ and ‘Close’.

The ‘Close’ button will close the screen. The ‘Rename’ button will allow you to change the selected stock group
code. The ‘Refresh’ button will refresh the list of stock groups, whilst ‘Edit’ and ‘Delete’ will allow you to edit
the information for the stock group or delete the stock group respectively. ‘New’ will allow you to create a

new group — this will open an additional window which will allow the group information to be entered. The
‘Edit’ button will open the same window, but the code won’t be editable, this is instead changed using the

‘Rename’ button.

Groups

X

Code | Description Master Notes l Zone l Count|
EPOS 0
hello abac 1 2
john 1
test 0
TONER

& »Delete I _ﬁew | ’gditl .‘llggefresh | A Rename | Q lose

Fig. 25 — Stock groups.

When adding a stock group, there’s also the option to set a ‘Default Put Zone’ which is the zone into which

incoming stock items in this group should be stored.

Caption

Code I

Description |

Master

Notes I

Default Put Zone

& OK

@Cancel |

Fig. 26 — The window to create a new group. The ‘Edit’ function will also use this window, but with the current details

populating their respective controls.
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Master Groups

A master group is a group that contains stock groups within it. An example of how this may be used is having a
master group of “Drinks” and then within that, having more specific groups for types of drinks, such as “Hot
Drinks”, “Alcohol”, “Fizzy Drinks” and “Soft Drinks”.

Master groups work in the same way as regular stock groups. The screen will list the master groups that
already exist, displaying their code, name and the number of child stock groups within them. The buttons are
displayed in the same order and way as on the Groups screen: ‘Delete’, ‘Edit’, ‘New’, ‘Refresh’, ‘Rename’,
‘Cancel’.

Master Groups X

Code I Name I Groupsl
1 1

PDelete | i 2 Editl | ] New | [y Refresh | A, Rename | €3 Close |

Fig. 27 — Master Groups.

As with the Groups screen, the ‘New’ and ‘Edit’ buttons will open a separate window, from which a master
group can be created or modified. The ‘Edit’ window will populate the data, but the code won’t be editable, as
again the ‘Rename’ button will allow this to be done.

New Master Group

Code |

Description I

Q Cancel |

Fig. 28 — Creating a new master group.
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Manufacturers

To create a manufacturer open the Manufacturers screen. A manufacturer can be applied to a stock item in
the Stock Maintenance screen. Similarly to Groups and Master Groups, Manufacturers is just a simple screen
that will display a list of any existing manufacturer codes and their description, with the buttons required to
create a new manufacturer, delete a manufacturer, edit a manufacturer, rename a manufacturer or close the
screen.

Manufacturers X

Code Description

PDelete TNew | 7 gditl A Rename | €3 Close I

Fig. 29 — Manufacturers.

When creating or editing a manufacturer, a separate window will appear for entering or changing the
manufacturer information.

New Manufacturer

Code "

Description I

& 0K €3 Cancel

Fig. 30 — Creating a manufacturer.

As with groups and master groups, the code can be changed using the ‘Rename’ button.

Rename Manufacturer

X
Enter new code for this manufacturer

Cancel

|TEST-1|

Fig. 31 — Changing a manufacturer code.
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Locations

Locations are an important part of the stock system and are set up using the Locations screen.

This screen will have a list of the existing locations, along with buttons to create, edit or delete a location,
along with close the screen.

Locations X
Code | Name | over-Despatch (sops) | strict |
1 The Old Chapel Warn
2 Another location Allow
D‘gelete] | ] New I Vi gditl g3 Close

Fig. 32 — Locations.

To create a new location, click the ‘New’ button, which will open a small window with options for adding
various pieces of information about the location.

Edit Location

Code |3

Description lShedI

SOPS Over-Despatching Mode - - 1~ Strict Stock Mode -
s setting will only apply if the SOPS | | Don't allow negat oc ns, or
atch setting is set to "Per allocation of more than stock level

FoLAtion [V Enable strict stock mode for this location
SOPS setting is set to "Per Loc™

" Warn
" Allow

(¢ Disallow

@ OK @ Cancel |

Fig. 33 — Location details.

Along with entering a code and description for the location, you’ll be able to customise the stock settings for
the location.

The first of these settings is the action for over-despatching a stock item from this location. In other words, if a
location has 5 of an item in stock, but a user despatches 7, should the system warn the user about this, allow
them to do it without warning, or not enable them to do it at all. This will be set to ‘Allow’ by default.

The second setting controls whether or not this location can have a negative stock, negative allocation or over-
allocation done to it. This will be left unticked (or off) by default.
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Warehouse Management

When carrying out tasks related to warehousing, you’ll need to have setup bins, zones and shelf locations. This
section will cover how to set up each of these and what they’re used for.

Bin Maintenance

A location may have bins within the shelves that stock is stored on. To set up a bin, use the Bin Maintenance
screen. When a stock item is selected to use Bins, every time you move stock in or out the bin will need to be
specified.

85! Bin Maintenance p %

[~ Location

| N Load Bins
L] Los

Bin Name

@
o)
o

m

Fig. 34 — Bin Maintenance.

To create a new bin, select the location that the bin exists in using the drop-down list and click ‘Load Bins’. This
will load a list of all of the bins that exist in the location.

95! Bin Maintenance X
! &2 [X]
Bins
Bins
Bin Code Bin Name Is Pickface Is Putface Map Index binBarcode
0034 Stationary 1 O El 010020003
¥ [m] [m] |
™ )
Save Cancel

Fig. 35 —The bins in location 1.

Once the location has been chosen, enter the bin code and bin name along with the bin barcode (if applicable)
into the new (grey coloured) row. Then click ‘Save’.

To edit a bin, just change the details for that bin — everything can be changed, including the bin code. Once
you’ve made the changes, click ‘Save’ again.

To delete a location, select the bin in the grid (light-grey row selector to the left of the bin code) and press the
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‘Del’ or ‘Delete’ key on your keyboard before pressing save. When deleting a row, you’ll be asked to confirm
the deletion to ensure that this is the bin you want to delete. This cannot be undone.
Setup Zones

Zones are the areas in the warehouse that keep groups of stock together, e.g. biscuits, tinned food and dairy.

To setup a zone, go into the ‘Warehousing’ tab and then from the extended menu select ‘Setup Zones’.

“7 Zones X
Zones
Zone ID Description
pEA Fast Moving
B Biscuits
P Bits
Q Liquids
R Powders
*
& OK (%) Cancel |

Fig. 36 — Zones.

To add a new zone, enter the zone ID and description into the grey coloured row. Once you’ve added all of the
zones, press ‘OK’ to save them.

Editing a zone is just as simple. Open up the same screen and click the zone ID or description that you want to
edit — both can be changed. Once your changes have been entered, save them using the ‘OK’ button.

Finally to delete a zone, select the row using the light-grey row selector to the left of the zone ID and press the
‘Del’ or ‘Delete’ key on your keyboard and confirm the delete when prompted. Press ‘OK’ to save it.

The changes cannot be undone once you’ve saved them.
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Setup Shelf Locations

To setup a shelf for items to be stored on in a warehouse, use the ‘Setup Shelf Locations’ option, which is an
extension of the ‘Warehouse’ tab.

13 Shelf Locations = | 5

W & O =® @
Save | Import Labels @ Exit

Shelf Locations
Shelf ID Zone Optional Description Last Stocktake A
» [ A-01-A-01
A-01-A-02
A-01-A-03

A-01-A-04
A-01-A-05
A-01-A-06
A-01-B-01
A-01-B-02

A-01-B-03
A-01-B-04
A-01-B-05

bR B S R D D R S o D o 3

A-01-B-06
A-01-C-01
A-01-C-02

A-01-C-03
A-01-C-04

RS Y R S

Fig. 37 — Shelf Locations.

Shelf locations can either be imported from a .CSV file or setup manually. To import them, click the ‘Import’
button and select “OK” when prompted with the message box. This will then bring up a File Explorer window
so that you can navigate to and select the .CSV file to import. The import will overwrite all of the existing
shelves, so make sure the .CSV includes the existing shelves that you need to keep.

Alternatively, create a shelf manually by using the grey coloured row (this will be at the bottom of the shelf
list) to enter the shelf ID into the left-hand column and choosing the zone that the shelf is in from the drop-
down list in the next column along. The description is then optional, as is the date of the last stock take for
that shelf.

Once you’ve created all of the shelves that you need, use ‘Save’ to save the changes.

Shelves can be edited in the same way. Find the shelf you want to edit and make the required changes —the ID
can be edited. These changes will be confirmed once you’ve pressed ‘Save’ and cannot be undone.

Deleting a shelf can be done by selecting the shelf (again using the light-grey row selector to the left of the
shelf ID) and pressing the ‘Del’ or ‘Delete’ key on the keyboard. Confirm or cancel the delete using the
message box that will then appear. The deletion won’t be saved until the ‘Save’ button is pressed bu,t once it
is, this change can’t be undone.
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You can print labels for the shelves by using the ‘Labels’ button. This will present you with a new window with

all of the labels listed, from which you can either print the labels or email the list as a PDF.

9 Repert Viewer: Shel Lbels

Mannepot

(PR x@RamA-N

o emar e sewanmieor| @ coonl

SA-01-A-01
SA-01-A-02
SA-01-A-03
SA-01-A-04
SA-01-A-05
SA-01-A-06
SA-01-B-01
SA-01-B-02

SA-01-B-03

oo Page Mo 1~

Zoom Factor 100%

- o x

Fig. 38 — Shelf label printing window.

Picco Stocktake

Selecting ‘Picco Stocktake’ via the ‘Warehousing’ menu will allow you to enter a reference for a stock take
when you’re about to start one. A stocktake can then be carried out using the Picco program and the handheld

picco devices.

View Stock on Shelves

To view the stock that is currently on a shelf, go into the ‘View Stock on Shelves’ screen, from the
‘Warehousing’ menu. From this screen, select a location and zone from the respective drop-down lists at the

top of the page. This will then display a list of all of the shelves in that zone for that location.

Location ] 1

Zone A

V] zoneasneitao1a0n

Zone Shelf ID

A-01-A-01

A-D1-A-02

Shelves

ST ", | Stock Code

A-01-A-03

A-01-A-04

A-01-A-05

A-D1-A-06

A-01-8-01

A-01-8-02

A-01-B-03

A-01-B-04

A-01-B-05

A-01-B-06

A-01-C-01

A-01-C-02

A-01-C-03

A-01-C-04

A-01-C-05

A-01-C-06

A-01-D-01

rle|e|lele]e]ele]z]ele]e]zz]=2]z]=] B

A-01-D-02

Description

Stock On Selected Shelf

Barcode Best Before

Lot Qty

Fi

0

. 39 — Shelf View.
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Double-clicking on one of the shelves will show you a detailed breakdown of the stock that is on that shelf. It
will show all of the stock codes, the stock description, barcode, sell by date, the lot number and the quantity.
This is all information that is entered when doing a put away or goods-in transaction after receiving an order.

Barcode Lookup

The barcode lookup screen will allow you to enter either a barcode or a stock code as well as a date and use
the ‘Read’ button to get the information for that code. If the system cannot find a match for that code, a
message box will appear to inform the user of this. However if it does find a match in the stock code then it
will provide a basic summary for the stock item, along with a history of transactions for that item. You'll also
be able to edit the lot number for the item and open the item in the Stock Maintenance screen by clicking the
‘Load’ button.

E ch Barcode Lookup = O

Lookup By

& Barcode I

or

(" Stock Code |

Stock Code I Load |

Description l

Lot I Edit |

Barcode I

Best Before I

History
Type Reference Description Qty Value From

Fig. 40 — Barcode Lookup.
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Data Corrections

The Data Corrections option will give you the ability to alter a lot number, GRN number or update a picking
note status.

E3 Warehousing Fixes X
Alter the lot number that was assigned to a batch
Alter Lot | item/date) when it was first received
Number

Alter an incorrect GRN number that was entered when

Alter GRN | receiving goods in

Number

Update Pick Update a despatched picknote status from DESPATCHED
Note to INVOICED where the order was invoiced via SOPS. (If
Statuses invoiced by Picking Screen, it will be set correctly).

Fig. 41 — The 3 options within Data Corrections.

Alter Lot Number

When you click on ‘Alter Lot Number’, you’ll be prompted to enter the barcode for the lot that you want to
alter. Once you’ve entered this (and it has found the lot assigned to the barcode) you’ll be able to change the
lot number.

Alter GRN Number

When you click on ‘Alter GRN Number’, you’ll be prompted to enter the POPS number for the order that
requires altering. Once you’ve entered a valid order number, you'll be able to change the GRN number.

Update Pick Note Statuses

When you click on ‘Update Pick Note Statuses’, the system will update all pick note status’ from “Despatched”
to “Invoiced”, where the order was invoiced via the SOPS program. If the order was invoiced using the picking
screen then the pick note status will already be set correctly.

Kits

To set up a kit, go into the ‘Kits’ screen. In here, you'll see a list of all of the saved kits in the top-left grid. To
create a new kit, enter the stock code into the first column in the grid captioned “Grid Items”, at the bottom of
the screen. This can either be typed manually, or clicking on the square button on the right of the column
which will bring up a search screen (see fig. 42).

Kits are used in the SOPS module of the system. In the SOPS screen there is a ‘Kit Search’ button that will allow
you to search for a kit. The items within that kit will then be loaded into the SOPS order for the price saved.

ck Code

—m

Fig. 42 — The button to open the stock search.
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From the Stock Search screen, you'll be able to enter the stock code (or a part of a stock code) to search for, or
click on ‘Advanced Search’ to display more search options. Once you’ve entered the search criteria, use the
‘Search’ button or press the ‘Enter’ key to find any matches. Double-click on a stock item to add it to the kit.

i stock search x

8= =]
Fig. 43 — Simple stock search.

M stock search x
ror .snm

s L B |

Supplier's Stock Code ( i

Grow.

‘PBrice Range l'up-cmwm T Instock

Stock Code
ACSUP/SW

Fig. 44 — Advanced stock search.

Rev: 19/06/2023 Page | 32



ACPIlus Enterprise User Manual Version 1.1

Once you’ve added your stock item, enter the quantity in the kit and the price. Once all of your stock items
have been added, press the ‘Save’ button at the top of the screen. You’ll then be asked to enter a code for this
kit. This will need to be unique, but the system will tell you if you enter an existing code.

The kit will be saved once you’ve pressed “OK” after entering a valid code.

% wits (B Ho =)
W O @

N?w Save Deiete Exit

Kit Code I Description I Selected Kit
Code £0.00

Description I

Grid ltems

Stock Code Qty Price

Fig. 45 — The Kits screen.

To delete a kit, select the kit in the top-left grid before clicking ‘Delete’. You’ll be asked to confirm the delete.
Once you press “OK”, the kit will be deleted. This change cannot be undone.

To edit a kit, select it in the top-left grid. The only information that you’ll be able to edit is the kit description.
Press ‘Save’ to save the changes.

Adjustment References

When processing a stock movement there will a drop-down list to select a reference for the adjustment. These
are set up using the Adjustment References screen.

[®] Stock Adjustment References X

Preset items for the adjustment reference combo box on Stock Movements

Adjusment References

Reference
» | Al
A2
A3

& O

Y

ancel

|
|

Fig. 46 — Stock adjustment references.
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To create a new reference, enter it into the grey coloured row and press ‘OK’. Each reference must be unique —
the system will notify you of any duplicates.

To delete a reference, use the light-grey row selector to the left of the reference you wish to delete before
pressing the ‘Del’ or ‘Delete’ key on your keyboard. After selecting “Yes” on the message box, the reference
will have been removed from the grid, but the delete won’t be saved until the ‘OK’ button is pressed. Once
saved, this cannot be undone.

To edit a reference, just change the reference in the column and click ‘OK’. As with deletions, this cannot be
undone once saved.

Sequencing

The Stock Sequencing screen will allow you to customise the order in which stock items appear on reports and
other screens. By default, they will appear in alphanumeric order, but this may not be suited to what you
need. To tailor this, use the Stock Sequencing feature to set your own order.

i= Stock Sequencing o[-
Ei = &
Read Items Save Sequence | Exit
Click on column headings to sort. Move items with
Group HELLO v Seq Prefix the mouse. Select multiple items to move using
supplier Ty W the Control key.
Stock Code Description T Group |7Manufact...1
ACPLUS All standard AcPlus systems including SOPS, ... hello
CHANGES All Software Changes hello

Fig. 47 — Stock Sequencing.

To set the order of stock items, select the stock group that you wish to customise the order of. Then click ‘Read
Items’ to load the stock items for this stock group.

You can click on the column headings to change from ascending to descending order and vice versa for that
column, and you can resize columns by clicking on and dragging the column heading separators.

To set the order in a more customised way than just ascending or descending, click on a stock item and drag it
into the desired location. You can also move multiple stock items at once by holding down the ‘Ctrl’ key and
clicking on all of the stock items you want to move, then dragging them into the desired location.

Once you’ve set the order for this stock group, use the ‘Save’ button to save the setting.
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Account Pricing

The Account Pricing screen will allow you to set stock prices at a different price for different account
customers.

First, select the customer account in the drop-down list, or alternatively use the ‘Search’ button to search for
the customer account. Your options now are to either add account quantity pricing (the price paid for a stock
item if a certain quantity is purchased), account special pricing (the price for that stock item) or a group
discount percentage (the discount % received when purchasing an item from the chosen stock group).

Account Quantity Pricing

To set account quantity pricing, use the left-most grid captioned “Account Quantity Pricing”. First, either type
in the required stock code or select the stock item using the stock search function, which can be accessed by
clicking the light-grey coloured square in the right-hand side of the “Stock Code” column.

uc

0

Fig. 48 — The button to access stock search.

Once you’ve selected the stock item, enter the purchase quantity required to activate the price along with the
price the customer will pay for all of the items collectively, not each one individually.

Once all of the items have been added and prices set up, click the ‘Save’ button to save the pricing scheme.

Account Special Pricing

To set the prices of individual stock items, use the middle grid captioned “Account Special Pricing Items”. Just
as with quantity pricing, either type the stock code of the item you want to add, or search for it in the stock
search facility, which can be accessed using the same button as seen in Fig. 48. Then, enter the price or the
discount percentage to take off the reqgular price for that item and use the ‘Save’ button to save the price
scheme.

Group Discounts

To apply a discount percentage to a customer for all stock items under a certain stock group, use the grid on
the right captioned “Group Discounts” to select the stock group from the drop-down list in the “Group”
column, as well as the percentage to take off the items in that group. Use the ‘Save’ button to save the pricing.
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a

J H -
£l L [ L o = 2
Read | Save | Clear Qty Breaks Copy Qty Breaks Clear Price List Copy Price List | Print Price List | Exit

Account Code | | v M Searchl ™ Show Costs [ RED TEXT: Stock code doesn't exist ‘
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Account Quantity Pricing Account Special Pricing ltems Group Discounts

Fig. 49 — Account Pricing.
There are also 5 other buttons that you may find useful on this screen.

The first of these is the ‘Clear Qty Breaks’ button. This will clear the whole of the “Account Quantity Pricing”
grid.
The ‘Clear Price List’ button will do the same for the “Account Special Pricing Items” grid.

There’s also a ‘Copy Qty Breaks’ button. This button will allow you to apply the same quantity pricing scheme
to the selected account as already exists for another. This will save you entering the same data twice. Clicking
this button will allow you to select the account with the pricing scheme you wish to use via an account search
facility. This feature may also be useful when you want to copy most or part of a pricing scheme, but make a
few additions or changes.

The ‘Copy Price List’ button will allow you to do the same thing but for special account pricing schemes, rather
than quantity pricing.

The final button on this screen is the ‘Print Price List’ button, which will display a list of prices and price scheme
information for the selected account.

Pricing Schemes

Edit Pricing Schemes

From the ‘Pricing Schemes’ menu item, there’ll be an extended menu, with the top item being ‘Edit Pricing
Schemes’. This will allow you to set up pricing schemes for stock groups as well as stock codes, with discount
percentages or price increase percentages applied.

To create a new pricing scheme, enter a code for the price scheme in the ‘Scheme’ box along with a
name/description for the pricing scheme in the ‘Scheme Name’ box. Then, optionally select either the ‘Retail
LESS’ option (for a discount scheme) or the ‘Cost PLUS’ option (price increase scheme) and the % at which to
increase or discount the prices. Use the ‘Save’ button to finish creating the scheme.
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You’ll then be able to apply different groups to the pricing scheme. To add master groups to the pricing
scheme, select the group from the drop-down list in the “Master Group” column of the “Master Groups” grid,
on the left of the screen. Then enter the type using the drop-down list in the “Type” column. Finally, enter the
amount to increase or discount the selected master group by in the % column.

To add regular stock groups to the pricing scheme, select the stock group using the “Product Group” column of
the “Product Groups” grid — the middle group of the 3 — before choosing the type (C or R) in the “Type” grid
and then finally the price change percentage in the final column.

Adding individual stock items is the same process in the “Stock Codes” grid, except that you will have the
choice between entering a price change percentage, or a set price for the item.

Use the ‘Save’ button to apply the changes, or the ‘Delete’ button to delete a price scheme.

&% Stock Pricing Schemes = &
| e & B B |0 |®
Clear = Save Delete @ Export Import @ Help || Exit
(¢ Retail LESS
Scheme | v || Scheme Name | Blanket Rate D %
" Cost PLUS

Fig. 50 — Pricing Schemes.

There's also the ability to import and export pricing schemes to and from .CSV files. To do this, either open a
pricing scheme and click the ‘Export’ button before selecting the location and file name to export to, or select
the pricing scheme that you wish to overwrite, click ‘Import’ and find the file that you wish to import the data
from.
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Promotions

Promotions can be created using the ‘Promotions’ option from the extended ‘Pricing Schemes’ menu.

g -
7 Pricing Scheme Promotionals | @
Supplier T Applies a temporary discount to stock price and pricing scheme prices, which can
= then be reverted later. This applies to stock code fixed prices in the pricing schemes
Group v <& Show and main stock price only.

Stock Iltems

Reduction % 1=Select

*—Schemes

Select
All

Select
None

Select
On Promo

Select Not
On Promo

& Apply

Remowe
9 Promotion o

**Promotion

Fig. 51 — Promotions screen.

Clicking the ‘Show’ button will display a list of all stock items in the system, so that you can start creating
promotional rates for individual items. You can also filter the search results by entering a supplier and/or a
group to search by —if entering both a supplier and a group, it will shows results for items by the chosen
supplier, within the chosen group.

You can select all of the items displayed in the grid by clicking the ‘Select All’ button and deselect all using the
‘Select None’ button. ‘Select on Promo’ will select all of the items that are currently on promotion, whilst
‘Select Not On Promo’ will select the items not currently in a promotion.

To add a promotion to an item, enter the discount percentage in the textbox at the bottom of the screen.
Next, choose the pricing scheme(s) that you want to apply the promotion to. To do this, use the ‘Select
Schemes’ button to open a list of all of the pricing schemes. Tick the box on the left of the scheme code of
each pricing scheme to apply the promotion to. Alternatively, you can select all of the items in the grid that
you want to put on promotion by clicking on the item, which will highlight the row in blue.

Finally, click ‘Apply Promotion’ and confirm the change.

To remove a promotion, select the items that you wish to take off promotion and click ‘Remove Promotion’.

Rev: 19/06/2023 Page | 38



ACPlus Enterprise User Manual

Version 1.1
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Fig. 52 — Window for selecting a pricing scheme.

Stock Reports

The stocks system offers an extensive range of reports which will allow you to see a clear breakdown and
overview of various datasets; each report can be filtered to provide specific data on a more concise report.

Fig. 53 — Stock Reports.
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There are 4 categories of stock reports within the screen: Stock Lists, Stock Levels, Stock Transactions and
Stock Usage.

Stock List reports will give you the choice between various lists that show basic information that has been
entered into the system, such as price breakdowns and stock value.

Stock Levels will report on figures within the system regarding stock takes, expiring stock and other
warehouse-based information.

Stock Transactions offers two reports, one of which will display the transactions attached to each stock item,
whilst the second will show the transfers made for that stock item.

The Stock Usage reports will cover the details on what your best-selling stock is, which ones aren’t selling
particularly well, as well as turnover and profitability figures.

As mentioned before, these can all have filters applied to search by stock range, date range, groups and much
more.

To view a report, select the report option on the left-hand side of the screen, apply any filters that you wish to
set and then press ‘Print’ in the top-left corner.

From the report window, you'll be able to print the report, export the report, or email it as an attachment (in
.PDF format).

To export the report, click on the envelope icon with the red arrow (see Fig. 54, below) and choose your
required file type. Then, set the file name and location to export to.

To print the report, click on the printer icon and choose the printer you want to print it to.

To email the report as a .PDF attachment, click the button in the top-right of the screen (see Fig. 55, below)
captioned ‘Email This Report As PDF’. Once you’ve done this, enter the email address to send it to and click
‘OK’.

o' Report Viewer: Stock List

X &G [FB&=Q-H

EHN] | MainReport |

Fig. 54 — Report options.

— O X

| Email This Report As PDF| &y Close

2 :

Fig. 55 — Email button.
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Export
Price Lists

To export the price list, click ‘Price Lists’ from the extended ‘Export’ menu. This will bring up a File Explorer
window so that you can navigate to where you want to export the price list to, as well enter a name for the
file. The file will export upon clicking ‘Save’.

EPOS Writeoffs

In this screen, you’ll see a list of all of the stock that has been written off. Columns can be sorted in both
ascending and descending order. Stock items can’t be written off from this screen, however, as this is done
using the Picco program.

Click column headings to sort

Writeoffs
Stock Code Description Date Qty Each' Total User Till

Fig. 56 — EPOS Writeoffs.
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Valuation Snapshot

There are two options within the Valuation Snapshot extended menu.

Take Valuation Snapshot

Taking a valuation snapshot will store a snapshot and overview of all of the stock items saved in the database
currently. Each snapshot can then be compared against each other in order to view how stock valuations have
changed over time.

Compare Snapshots

After clicking this menu item, a window will appear with a list of snapshots that have been taken. Select a
snapshot to compare against another by either double-clicking the snapshot, or single-clicking it before using
the ‘OK’ button. The same window will then be shown again, but this time the selected snapshot won’t be
listed. Select another snapshot to compare with the previously selected one.

Next, choose whether or not to include stock item details in the comparison using the message box that will
appear.

B Select Valuation Snapshot X

Select the first snapshot to compare

Snapshot
ID Date / Time
12/10/2018 10:48
26/02/2018 10:27

12/06/2017 17:02
12/06/2017 16:42
08/06/2017 16:44
08/06/2017 16:44

@ OK @ Cancel |

Fig. 57 — Snapshot list.

=W s wmE o

Finally, a report will be displayed with the stock items or stock groups, depending on whether you opted to
include stock details or not, the value when the first snapshot was taken, the value when the second snapshot
was taken, along with the difference.

The report will display the stock items in their stock groups and will have a date & time stamp above the value
columns to show when that snapshot was taken.
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Fig. 58 — Sample stock snapshot comparison (with stock details).
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Fig. 59 — Sample stock snapshot comparison (without stock details).
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Quick Entry

The Quick Entry function enables you to enter a stock item in less detail and with all of the information being
entered in a single grid line, rather than the broader range of information that can be entered for a stock item
across different tabs in Stock Maintenance.

{5 Stock Quick Entry == @
= = O X
Read | Save layout Resetlayout | Exit Eeygeled @& lh](ed.¢ Ent[y
Group | ~ || Filter Records  [500
Supplier v
Stock Iltems
Stock Code v Description v Group ~ Mom Sales v Nom Purch v Manufacturer v
*
|| < >

Fig. 60 — Quick Entry.

To enter a stock item, select the stock group, supplier and filter for the stock item (if required). Next, enter a
stock code, description and any other information. The stock item will be entered automatically, so there is no
designated save button.

If you enter a stock code that already exists, the system will not save the new entry.

The ‘Read’ button will load all of the existing stock items into the grid.

‘Save Layout’ and ‘Reset Layout’ will save the current grid layout (column order and column width) and reset
the layout back to the default layout respectively.

Batch Stock Update

From the Batch Stock Update screen, you'll be able to update some of the stock information for stock items at
the same time.

You’ll have the ability to increase or decrease prices and costs by a set percentage or to a fixed value, as well
as edit stock group and supplier information.

To change figures for stock prices and stock costs, select either the ‘Percent’ or ‘Value’ option in the top-left
‘Adjust Values By’ box, and enter the percentage to change the figures by, or the fixed value to change the
items to. Next, select which fields you want to change within the ‘Adjust Fields’ box at the top of the screen —
you can select as many of these as you want.

To update all of the stock items in the system, click ‘Process’ and confirm the change — this cannot be undone.
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If you instead want to only update certain stock groups or suppliers, select the stock groups, master stock
groups and suppliers that you want to update. You can select as many of these as you like. If you want to select
multiple suppliers, stock groups or master groups, use the ‘Ctrl’ button on your keyboard and click all of the
records you want to update.

Finally, click ‘Process’ and confirm the change, which cannot be undone.

7 Stock Batch Update =N <
Value Change | Delete Groups | Rounding | Field Update |
~ Adjust Values By — | Adjust Fields-
" Percent 100 ™ Price ™ Standard Cost
| This is as a percentage of the [ Price Querride [ Average Cost
existing price. Le. 100 will r Rrp r Last Cost

leave the price unchanged

@ val [o 7
s Process

Groups Master Il Suppliers
Group Description Master Group Description 4 Supplier Name currenq':‘
» | EPOS >|1 | 1 ARIAPC
hello abac 1 A
john
test
TONER
AUDI
AUDI-FIN
AURES
AVER
AXIS Axis v
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Fig. 61 — Stock Batch Update.

You can also delete groups using this screen. To do this, go into the ‘Delete Groups’ tab at the top of the page.
Then, select the group(s) you want to delete (including master groups) and click ‘Delete’. This change cannot
be undone, and will delete the stock group, all of the stock items within the group, transaction history,
turnover and anything else attached to the stock items within the group.

5‘7 Stock Batch Update EI

Value Change Delete Groups | Rounding I Field Update

This will delete stock records along with
everything that belongs to those records, eg.
history, turnover, etc. To use this, you must
select some items from the grids below. Do
delete all items, use the Cleardown feature.

(%)
Delete
Groups i Master Suppliers
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» | EPos ;|1 | 1{p]3¢c 3c
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TONER fr
fr
v
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Fig. 62 — Stock group delete.
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If you want to round stock prices up or down, this can be done using the ‘Rounding’ tab. Select one of or both
of the options in the ‘Adjust Fields’ box to round the price and/or price override field of the stock item(s).
Then, in the textbox within the ‘Round To’ box, enter the interval(s) that you wish to round figures to. For
example, to round prices to either .00, .50 or 0.75, enter these decimal values one-by-one, pressing ‘Add’ after
each. Next, select the stock groups, master groups or suppliers to apply the change to, before clicking ‘Process’
to execute the change. This change cannot be undone.

7 Stock Batch Update =R E=8 5
Value Change I Delete Groups Field Update l
—Adjust Fields ~Round To
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Fig. 63 — Rounding in the Stock Batch Update screen.

The final tab on this screen is to update different fields. This is where you can update product groups, VAT
details, nominal codes, costs and price calculations.
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Fig. 64 — Field Update tab.
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Tick the boxes representing the fields that you want to update, then enter the new values in the corresponding
boxes to the right of the fields. To update the costs or the price calculation details, put a tick in the tickbox at
the top of the corresponding box and select the field(s) you want to set. If the field requires additional
information, enter this.

The last step is to select the groups, master groups and suppliers you want to make these changes to before
clicking ‘Process’ and confirming the changes. These changes cannot be undone.

Text File Stock Update

To import stock items from a text file, go into the ‘Text File Stock Update’ option. You'll need to have a tab
delimited text file which contains one row of column headings ready to import. Use the ‘Browse’ button to
locate and select this file.

NB: The column headings must match the name and order of the columns listed in the ‘Available Fields’ list.

) Stock Text File Batch Update X
Available Fields
Text File | Browse I Field Name Type A
r 3 DELIMI accountCode String
barcode String
bomDocument String
catSequence Int32
conversionFactor Decimal
conversionFactorCost Decimal
conversionFactorUnits String
Group B costAverage Decimal
Manufact costingMethod Byte
e L & i costlast Decimal
I~ Automatically Generate Codes Where None Process £ostandard Dedmat
creditCode Int16 v

Input File View

Fig. 65 — Text File Stock Update.

Enter a default group or manufacturer (if required) to use for any records that don’t have one assigned.
Putting a tick in the tickbox captioned “Automatically Generate Codes Where None” will automatically
generate codes for items without one, otherwise leaving it unticked will skip the records.

Click ‘Process’ to begin the import.
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Suppliers Price Update

To update supplier prices, the current prices will need to be exported to a .CSV file, edited in the .CSV file and
then re-imported into the database to overwrite the existing data.

£3 Supplier Price Update X

1) Export suppliers prices to Excel spreadsheet

Export Only One Supplier (Optional) | | v E Export

2) Load the file into Excel

Don't change the first row with the column headings in but amend the prices
accordingly. Leave blank any prices where there is no special price. l.e.
where the usual item cost applies.

3) Read the Excel spreadsheet back in & Import

Click the button to read the file back in then have a quick
scroll through the grid to check the file has read correctly.

Input File View

4) Commit the updates

If you can see the file has imported correctly
with columns sparated as expected, you can

commit the new prices to the stock database I™ lanore Errors B Commit

Fig. 66 — Supplier Price Update.

To export supplier prices to a .CSV file, either select the supplier whose prices you wish to update using the
drop-down list at the top of the screen, or alternatively leave it blank to export all suppliers. Click ‘Export’ to
export the figures to a selected directory and file name.

Next, follow the instructions for step 2 to adjust the prices.

Finally, click ‘Import’ to find and select the .CSV file that you have just updated. A view of this file will be
displayed in the “Input File View” grid.

Once you’re happy with the prices, click ‘Commit’ to confirm the changes. If there are errors that you can see,
you can ignore these by putting a tick in the ‘Ignore Errors’ tickbox.
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Stock Web Tags

This is the place to go to set up web information for stock items. You’ll have the ability to set tags, stock web

images and linked items, as well as add tags to batches of stock items at the same time.

To create a new web tag, click ‘Setup/Tags’. In the left-hand grid (captioned “Web Tags”) enter the tag names

that you wish to use. Once you’ve entered all of the required tags, click the ‘Save’ button.
From this screen, you’ll also be able to enter the local path for pictures, delete tags and rename tags.

/ Stock Web Tag Setup
[~ O

Save E;|t

X

Path for pictures |

Web Tags

Tag

TEST

v

4]
izl = .
5]

Tag

[FRONT PAGE]

<

Fig. 67 — Setup/Tags screen.
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Fig. 68 — Stock Web Tags’.

To assign pictures, tags and linked items to a stock item, enter the stock code into the textbox and press the
‘Enter’ key on your keyboard, or select the stock item from the list using the search function. You can also

navigate between items using the ‘Prev’ and ‘Next’ buttons.

To set a web tag, select the tag from the list in the “Web Tags” grid.
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To assign (up to 6) images, click on the folder button in the bottom-right of the next available picture box and
locate the picture on your computer. To clear the picture and select another one, click on the button with the
image of a blank page for that picture box.

Image types must be .PNG, .JPG or .BMP.

Finally to link other items to the selected item, select the stock code to link using the drop-down list in the
“Stock Code” column of the “Linked Items” grid at the bottom of the screen. Then, enter any notes that you
wish to save with the link.

Use the ‘Save’ button to confirm any changes, all of which are irreversible.

[

57 Batch Tagging =x o] f@

Show Items Containing | Reset Pool Ll

Tag
Group Y Remove all tags from items in the pool TEST 1

Search
Search Results Pool
Stock Code Description
Add Results To Search Pool >35> <<< Applyselected tags to pool items

Fig. 69 — Batch Tagging.

Batch tagging will allow multiple items to be assigned the same web tags in the same process. To do this, click
on the ‘Batch Tagging’ button, which will bring up a new screen as seen in Fig. 69.

In this screen, you can either search by part stock codes, groups or list all stock items (by clicking ‘Search’
without entering any group or stock codes). Make sure that this search is as narrow as it can be.

Once you have all or some of the items you wish to tag listed in the “Search Results” grid, click ‘Apply Results
to Search Pool’. Please note that this will add all of the search results to the pool, rather than just selected
results.

To clear the results in the “Pool” grid, click ‘Reset Pool’ at the top of the screen. The button below this,
‘Remove all tags from items in the pool’, will remove all of the tags attached to all of the items in the “Pool”
grid.

To add tags to the items in the “Pool” grid, select the tags from the “Tags” grid (hold the ‘Ctrl’ key on your
keyboard and click the tags to add if adding more than one tag) before clicking ‘Apply selected tags to pool
items’.

Cleardown

Cleardown will clear all transactions for the selected item, items with a selected group or all items. You can
also specify a location, reference and date for the cleardown.
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We strongly advise against using this function! Contact Systems Created Ltd. for more information on this
function, or if you feel you may need to use it!

Stock Settings

In the ‘File’ menu there is an item for ‘Settings’, which will bring up an extended menu. From here, go into
‘Stock Settings’ and there will be various settings that can be saved for use within the stock system.

The first group of settings that you can configure is the stock defaults. This includes setting the default costing
method, nominal codes and VAT options, along with multiple other settings.
Most of these are fairly self-explanatory, though the rest may be a little more confusing.

In the “Others” group, there is a setting called ‘Require Bin Usage’. When this is turned on, any new stock
items that you create will automatically have ‘Require Bin Usage’ ticked by default. This is handy when most of
your stock items need this, as it saves you setting it for each one and instead can just be unset when it isn’t
required.

The next setting in this group is ‘Default To Batch Item’. This works in the same way as the above setting.
When this is ticked, all new items will be set as batch items by default, unless the user changes this for the
item.

The third item in the list is ‘Default To Copy Item’. When set to true, this works in a similar way to the ‘Amend
Existing Code When Creating New Item’ setting, which is discussed below. When viewing an existing stock item
and clicking ‘New’, the box captioned “Copy description, price etc...” from the current item will be ticked by
default, whereas it won’t be ticked if this setting is turned off.

Finally at the bottom of this group there is an ‘Amend Existing Code When Creating New Item’ setting.

When looking at an existing stock item, for example 0000482, clicking ‘New’ would usually default the new
stock code to be the next available numeric value. However when this setting is turned on, it will instead set
the new stock item code to be the same as the code of the item you’re currently viewing (but won’t let you
save the stock code until it’s been changed). This, along with the above setting, would be useful when you
have similar items with the same stock code but appended with a different ending (i.e. 0000482-0, 0000482-1
and 0000482-2).

Stock ltem Defaults X

Defaults ] Settings I Images l

Default Costing Method Default Nominal Code
(" Standard Sales 101010 ¥
" Average
& Last

" FIFO

Purchase | 205010 i

VAT
Default VAT Code |4 [V VAT Inc

COther
™ Require Bin Usage
I Default To Batch Item

I” Default To Copy ltem

esting next available numeric code

[ Amend Existing Code When Creating New Item Instead of sug

Text Import

I~ Where importing a barcode, clear any other barcodes for that stock item

\"l OK Q Cancel

Fig. 70 — Default settings.
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In the next tab along (captioned “Settings”), there are settings that apply more generally throughout the
system, rather than specifically to the Stock Maintenance screen.

The “Sequencing” groups will control whether stock items are listed by supplier or stock group by default.
“Stock Search” sets whether the Stock Search screen opens in the simplified or advanced search view
automatically.

“Stock Maintenance” settings are to control how the Stock Maintenance screen works. The top option controls
whether multiple Stock Maintenance windows can be open at the same time, whilst the other controls
whether the drop-down list expands when typing a stock code into the box.

“Stock Receipts” has a single setting, which determines whether or not zero value receipts affect last and
average cost figures.

“Stock Numbers” determines whether the serial numbers feature is enabled or disabled.

The setting in “Batch Movements” sets whether or not the “Stock Code” column in the “Movements” screen
contains a drop-down list or not — if it does, the grid may operate at a slower rate, but if not then stock codes
will need to be typed in manually.

“Year Start” is the numerical month that stock years start in.

“Strict Stock Mode” will allow you to turn off the ability to have negative stock figures and allocations.
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Users Can Open Multiple Stock Year Start

Window:
Vindovs Stock Year Starts In Month [1
v Drop down stock code when pressing

key Used for reporting (Turnover
Stock Receipts

Strict Stock Mode
Zero Value Receipts Don't Affect Last /
Average Costs ™ Enable Strict Stock Mode

Serial Numbers

[V Enable Serial Numbers Feature
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Fig. 71 — Stock Settings.

The other tab is “Images”. This is where stock image settings can be configured. There isn’t a lot to this tab, but
it will allow you to set a default stock image location (so that you don’t need to navigate to it every time you
add an image to an item), whilst the other settings will control whether the system saves the full image path of
images, or just the file name.

Stock ltem Defaults X

Defaults | Settings
When Saving Stock ltem
¢ Force Filename Only
" Allow Complete File paths

Image Paths

Default Image Path’

& OK &3 Cancel

Fig. 72 — Stock Image Settings.
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Stock Imports

There are 3 types of stock imports that the system will allow you to carry out. These are all listed under ‘File’ >
‘Settings’ > ‘Import’.

Sage Stock Import

The Sage Stock Import will require a code to be entered, which can be requested by contacting Systems
Created Ltd. This will provide the ability to import stock items that exist in a Sage database.

Import Stock MDB

To import stock from an existing .MDB file, go into ‘Import Stock MDB’ and type in the .MDB file location and
name before clicking ‘Go’ to begin the import.

Import Stock CSV

To import stock items from an existing .CSV file, go into ‘Import Stock CSV’, navigate to and select the .CSV file
to import using the ‘Load CSV button’ and set any default values to import into the ‘Group’, ‘Sales Nominal’,
‘Purchase Nominal’ and ‘Manufacturer’ fields — these will be used for all records. Alternatively, leave the fields
blank if you don’t wish to use a default value.

The ‘Help’ button will explain how to create and format the .CSV to make it compatible with the import
routine.

The .CSV file will be displayed on screen so that you can check everything is as you want it.
Finally, use the ‘Import’ button to begin the import, which can be stopped at any time using the ‘Stop’ button.
An example of how to export to send to a supplier and then re-import.

To import:
There are two methods of importing stock. IF we just look at the CSV import. Stock, CSV Import. The help
button there gives instruction as to how to use. It requires a text file with the extension .csv.

You can create this by save as in Excel. The first row contains the column headings. You'd need to put these in
to match the names on the import. | suggest you put them into the file you send to the supplier. If you create
yourself a test file with a couple of entries and import to satisfy yourself you know what is required before
going too far.

To Export.

Use one of the stock reports. For this example I'm going to suggest the stock list. Print to screen then click
the envelope symbol (for export). Select Excel, data only. Save this to a file name in a folder that you can use
for this processing. Then open up the file in excel. Remove the columns you don't wish top include (eg Qty,
Price.) Send this to the supplier.

When they return it ensure the columns are correct, amend the headings for the import, save as a CSV.
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Stock Permissions

To apply permissions to user accounts, go into ‘File’ > ‘Settings’ > ‘User IDs’. This will display a list of all of the
user IDs that exist in the system. Select one and click ‘Permissions’ to load the permissions screen and modify

the permissions for the user account.

Administrator accounts have access to all of the features, so permissions do not need to be set up.

% User Permissions X
User ID|TEST Name [test
Tick areas of the system this user should have access to
Area Description | Explanation A
- Currency Maintenance Settings for currency codes and exchange rates
[[1* Scheduled Reports Reports to email as a scheduled task on the server
E] * System Cleardown Cleardown system database
- System Settings Master system settings
- User/Group Maintenance Set up logins and security options for each user and administer g
[C1* VAT Code Maintenance VAT rate settings
[T] Accounts Asset Depreciation Run monthly depreciation for company assets
D Accounts Asset Register Edit details of company assets and depreciation values
[7] Accounts Asset Reports Reporting for Asset Register v
< >
<7 Tick All <@ Untick All
Select modules to hide from this user
[ stock [ Accounts "1 Hire
[1rops ] Manufacturing [] patamailPius
[[Isops [Jsom [ Mobile
< >
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Fig. 73 — User Permissions.

To hide different modules from the user, tick the modules in the bottom grid to keep hidden. If you don’t want
a user to have access to the Stock modules, tick the ‘Stock’ box and then click ‘OK’ to save this.
To give a user permission and access to all of the features, click ‘Tick All’, or alternatively ‘Untick All’ to remove

all of their permissions.

To set individual permissions, tick all of the features that you want the user account to be able to access in the
top grid. Each item has an explanation of what it will allow them to do.

For the stock module, the following options are listed below.

Stock Account Pricing

Set up special prices for certain customer/supplier
accounts.

Stock Adjustment References

Set up list of all references to be selectable in stock
adjustments.

Stock Advert Lists

Set up price lists specifically for certain adverts (for
use in SOPS).

Stock Batch Movements

Batch stock movements and stocktakes.

Stock Batch Updates

Process mass updates to many stock items at once.

Stock Bin Maintenance

Set up bin locations (shelves, areas with a stock
location).

Stock Catalogue Pricing

Set up catalogue price lists for use in SOPS.

Stock EPOS Writeoffs

View stock written off by processing using ‘Till
Writeoff’ function.
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Stock Group Maintenance

Set up stock groups.

Stock Kit Maintenance

Set up item kits for selling in SOPS.

Stock Location Replenishment

Replenish secondary locations from warehouse
location, based on sales.

Stock Locations

Set up stock locations (branches, warehouses etc.)

Stock Lookup Batch Barcodes

Search for barcode/stock/date/lot information.

Stock Maintenance

Read access to Stock Maintenance screen.

Stock Maintenance Save Iltem

Ability to save stock items.

Stock Manufacturer Maintenance

Set up stock list manufacturers.

Stock Master Group Maintenance

Set up master groups.

Stock Pricing Schemes Editor

Set up customer pricing schemes (for use in SOPS).

Stock Pricing Schemes Maintenance

Temporary promotions to apply on pricing schemes.

Stock Quick Entry

Manual entry/update of batches of stock items.

Stock Reports

Access to stock reports screen.

Stock Sequencing

Set up stock to show in custom order on reports and
in previous/next buttons.

Stock Settings

View/edit Stock module settings.

Stock Shelf Locations

Set up shelf locations within warehouses

Stock Supplier Price Update

Access to screen for exporting and reimporting
supplier price lists

Stock Text File Update

Read in a text file for updating stock information.

Stock View Shelf Stock

View what stock is on each shelf.

Stock Web Tags

Set up and assign tags, categories and pictures to
stock items for websites etc.

Stock Zones

Set up warehouse zones.
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