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The Inventory and Purchase Order modules are interfaced with Order Entry, Accounts Payable and the
General Ledger to ensure consistency and accuracy in inventory and order information. Inventory control
encompasses purchasing, receiving, releasing inventory, inventory adjustments and reconciliation of perpetual
inventory to physical inventory counts.

All materials are the property of RFMS, Inc. and may not be reproduced without permission. 1



Purchasing

Centralized Purchasing

Each time Purchasing is done several factors should be verified to ensure timely, accurate materials.

» Time Savings Calculation- Individually order items take on average 10-15 minutes per
call per person vs. 2-3 minutes per order

= Email-Fax Complicated-Large Orders to Vendors-

= Costs verified at time of purchase (online, fax or verbally)

» Shipping Arrangements-Estimated Delivery Date is the target. Either Request Ship Date
or Promise Date should be filled in to indicate what arrangements were made with the
vendor.

» Bundled Freight Costs- Combined shipments save money. This is not possible when
individuals are placing their own orders.

Logistics- Get material in Just in Time

Using the estimated delivery date to bring materials in with enough time to allow for unforeseeable
shipping delays but not too soon since the material will just end up sitting in the warehouse. Also, timing
to make ensure the material does not have to be paid for before collecting money from customer for
installation

Buy from STOCK before buy from Vendor

If you have PO lines toggled for ordering and you have inventory already in stock, you may pick and choose
an item to fulfill that order.

Creating a Special-Order PO

Products are entered onto the sales order and put to a status of GenPO. Purchasing will not see lines that are

not in GenPO status.

Ui RFMS Inventory - SEMINAR CLASS - [Purchase Orders]
UZ File Edit Reports Window Utilities Help Mail Mavigator

£ Purchase Orders “

Receiving / Costing

Special Receiving Ty @y B E . % ¥ & B m [£) S B B ‘)§ - <=

Roll Inventory

Vo

# o=

S

Review To Buy List

This will open a listing of all products that are currently on sales orders that are in GEN PO status.

All materials are the property of RFMS, Inc. and may not be reproduced without permission. 2
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e [l 3] seamhrod Cose [0 5 8 =

Supplei=]  SC PC_ Sylhem ColouBesc BolMem®  Width Length MomSee Oy Unts  UndCost Inv#  Line TotslCost KU ESTOATETE MemureDote ©
T - T e T 7T T

DER MULTICOLOR TUMELED S MULTICOLOR # S14SZIMCN 7 00 <G
223 BOSDER MULTICOLOR TUMBLED USIMULTICOLOR &25.___|SSLZIMCIAT Tasext 13200 ‘8.0 camone

362091
LATICRETE FLOOR MU GREY 6008 va Lcnom-toe0- r osomT
sz 1
1500 SANDED GROUT MARBLE BEGE 15 MABLE BEIGE 15T
157

Supp Phome Shfe | #23 BORDER MATICOLGR TUMBLE | Width am oy wm
Supp Acct= Color MULTICOLOR 223 Length am| unecom | 2w
Sup bl e e ga otmcast | syt

Note: The Estimated Delivery Dates from Order Headers and Line Estimated Delivery Dates are visible:

Filters

Use the binoculars to filter the “To Buy” list.
L't To Buy List (Order Lines Toggled for Auto PO Generation)

‘«?Vﬁﬁammoa@gﬂmuu

Store | St CionOece) Measure Date (Order) Estimated Delivery Date (Order) Supplier
®an O an @ Al T
O Blank O Blank O Single
O Single O Single Supplier 8-
Measure Date | 03/21/17 =] Fe EstDelDate | 032117 | & (O Range
) Range ® Range From F8
Fom [ o321/ 3] 58 Fom o r
To F8 To [ osnon7
Invoice #
Dinvoice = | Resetan | [ ApplyEind | | X Cancel

Buy from STOCK before buying from the Vendor

If there is material in inventory to fulfill an order, a green roll indicator will appear to the left of the product.

When this is the case, assign from inventory (unless notes to purchasing state otherwise).

o= Ao

==t 1 Llrckes Liness I *MOTE - Order Lines that ane cumently being edbed by other workstatiors will not be displayed below,

: Store [ALL »| Search Prod Code [00 2] Fg|
B sasaD CARFT 1" .\II_M
e Carry | o4 CanTN Suppler SC|PC Sty ke Coloe/Desc Rollfiter # |'wWidth| Length | Item Si
* LACRUAA FACTY, "1 | &2 AESOLUT
e g I 051 -TILE D01 06 BELLAGIO/GX12FL BROR BG32 GRIS

‘t? YO OO e®es o

Item Number  Product Code + Name + Description + Id # | Lading Number |1d & | PO Number | Supplier + Invoice Number | Reference Number o

Search ltem #

PC  item# Supplier Name Description Used Reserved SoftResv  Available Units Run Lot

[ -] 21 Z1LC1527- EMSER TILE LLC 1500 SANDED GROUT HEI HEMP 40.00 80.00

“ ZLC1527-0025-2 | EMSER TILE LLC 1500 SANDED GROUT HE| HEMP 0.00 0.00
——

Lecation Unit Price PO #

(M v < >

Gty Needed 8.00 EA
Tagged 9,880.00 EA

The following box appears, showing the inventory is about to be Reserved:
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Assign - - - Invoice # CG700213

Inventory to be Assigned Quentity [ W]
Item & SC Item Status Cut\Resv  Available  Assign Amt
7LC1527-00252 | 1" |Received | Reserve 9,830.00 4 gfieduct/Resr | Reseve [¥]
Price 65.54
GONFIRM QUANTITY AND STATUS, THEN bine Total 52432
CLICK "OK" BUTTON Comm % 0.00% FB
[ I [ | |
* New Line Total Quantity to Assign: 8.00EA X Cancel

After assigning from inventory, the Auto PO record for this purchase order will be removed from the

screen.

Review Notes

With notes on a line in the sales order, a yellow post it displays to the left of the line to be ordered. These

notes are specific to purchasing. Purchaser can view notes by clicking not icon. Example: “Special Cost” or

“Hot Rush”

Purchase Orders

Generate PO

When ready to create a PO, tag the individual lines to be ordered and click the Done icon:

To Buy List (Order Lines Toggled for Auto PO Gi

« 2 YO heanveasen

Gen Po Order Lines * NOTE - Order Lines that are currently bei other workstations will not be displayed below.

Store | ALL &l [F8] =
M PC Style/item Color/Desc Roll/ltem#  Width Length Item Size
Ed DAL-TILE CORPO| "1" | 05 |ACACIA VALLEY FIELD TILE 6X36 UNPOLISARK UNPOLISHED 1003 0'6"X0'36"
DAL-TILE CORPO| "1" | 05 |AFFINITY FIELD TILE FLOOR 12X12 GLAZE|GRAY GLAZED 1047 012"X0"12!
DAL-TILE CORPO| “1* | 21 | THINSET NON MODIFIED CBP UNCOUPLI 9107 WHITE AD0S 0'0"X0'0"
EMSER TILELLC | 1" | 21 |1500 SANDED GROUT MARBLE BEIGE #15|MARBLE BEIGE ZLC1517-0025- 0'0"X0'0"
MOHAWK FACT(Q “1" | 10 |OPTISEAL - ADHESIVE - 4 GALLON SEALANT 850 MO003B 0'12"X012
= DUSTR 0 AL B A A 00 02.00

From there, the following screen will come up, asking how information will be populated once complete:

-7 H 9D oaanwm 2 E &y ¥ .-i__e. 0 e = 9 Q Il @& B 4 =8
Search |
PO#-Line# Orders PC  Supplier Status Private Style / Mame Private Color / Description  Promise Date Length Qty-Ord  Oty-Revd L
#5T01532-000 01712417 9" 08 CARPET WHOLESALE Open TAPE - MASKING MASKING - SINGLE ROLL 012ni 0.00 0.00
’ 4707550 0001 06/03/17| "8" | 30 | DOLLAR STORE Open COMPOSITION BOOK TINY BOOK 06/06/17 0.00 12.00 0.00
l @ CGEE0001-0004 11/01/16| "9" | 06 | DALTILE Open FIESTA TEXAS CONFETTI 03/30/17 0.00 200.00 150.00
CGRS0005-0001 03/01/16| "9" | O7 | CAMPBELL Open AATEST AATEST 0.00 20.00 0.00

All materials are the property of RFMS, Inc. and may not be reproduced without permission.



| G5 Auto Po Generation S =] |
- Typs of PO 'z to Uss
& Spacisl Order 4 mmwlmal“ (1) Type of PO will be either Special Order (tied to customer order) or

" Stock PO B [#STY) StDCk
~Use a5 Sid
= ScdioMName © Inwoice B
© ShploNsme © Tele il

© ShiploAddess © CustPO B . ;
© JoblD. (2) Select which field to use as the Sidemark on the PO

I Tiansfer Line Irwertony . .
= TTamlerL,Pre:l:::::PDCulg (3) Select how to handle the Lines and Line Notes

™ Impest Ship-Ta from Customes Oidar
" Elestioinde O dei & ahatild ot have this

ehecked uless this is a Brop Shipment
% Uz Defaudt Sclection Method

: :x:‘:lrf:.n":g:;;pm (4) If shipping material direct to the end user, check this box to alter the
Ship-To address on the PO. Then make appropriate selection.

£ [mpart from Customes Ship T o

It B ulkdr Infiormatices froen Customes Oides
™ Impost Busider Info from Sold-To Marme
I Import Subsdivision Info from Ship-To Hame

ra— Click OK

| Create To Be Ordered Status

From here you will see that the PO(s) have been generated, and now are in To Be Ordered status. Now it is

time to update the PO to send to vendor

- 7D O o Q9 Q9w E & [ & B ¥ Lo aoe

Search ‘

PO #-Line® Ordered SC PC Supplier
CG700069-0001

Private Style / Name Private Color /
10/01/17 "1" SHAW INDUSTRIES INC  To Be Ordered ESSENTIAL BL

CG700069-0005 10/01/17| " MOHAWK FACTORING| | To Be Ordered OPTISEAL - ADHESIVE - 4 GA| SEALANT 850
CG700092-0002 10/01/17| “1* | 05 | DAL-TILE CORPORATI(NI To Be Ordered / ACACIA VALLEY FIELD TILE 6 ARK UNPOLISH
CG700157-0001 10/01/17| "1" | 05 | DAL-TILE CORPORATIONW AFFINITY FIELD TILE FLOOR 1 GRAY GLAZED

| Prepare PO to Send

Update information to be sent to vendor based on Estimated Delivery Date, Logistics and any other purchasing

factors. Change information on all lines of the selected PO with the Double Pencil icon.

i RFMS Inventory - OWNER'S CONFERENCE 2017 - [Purchi
i File Edit Reports Window Utiities Help Mail Novigator

- 7 A DeQavnw:E:i iy oo es

[ Change Information on All Lines of the Selected PO |

Search
PO#-Line® Ordered SC PC Supplier Status Private Style / Name Private Color / Descrip
CG700063-0001 1001717 *1° 01 SHAW INDUSTRIESINC  To Be Ordered ESSENTIAL BL CLASSIC KHAK)
'CG700069-0005 ‘0/0‘/‘7‘ “1" | 10 | MOHAWK FACTORING | To Be Ordered OPTISEAL - ADHESIVE - 4 GA/ SEALANT 850
CG700092-0002 10/01/17| “1° | 05 | DAL-TILE CORPORATION] To Be Ordered | ACACIA VALLEY FIELD TILE § ARK UNPOLISHED
CG700157-0001 10/01/17| 1| 05 | DAL-TILE CORPORATION] To Be Ordered | AFFINITY FIELD TILE FLOOR | GRAY GLAZED

All materials are the property of RFMS, Inc. and may not be reproduced without permission. 5



Add Information
'+ Changing PO# 'CG7000.. [ = & [

Thiz will change the populated mformation on ALL
LINES and corresponding Immentory reconds of the
selected Purchase Order.

** Fill anby the fields you want changed.

(1) ORDERED BY should be the name of the Purchaser

Ordered By | (2) REQUESTED SHIP DATE or REQUESTED DELIVERY DATE indicate what date or
Taken By dates the material will be shipped or delivered. *Promise date is left blank as
Req Ship Date | Bl [rel CJwa this will be populated when the order is confirmed. Check the “will advise”
Promise Date =l [re box as needed.
s i (AW B) | (3) COMMENTS should be directions on how the material will be shipped or picked
up.
Reference & P
Sidemark

Change all PO lines will change the fields on all the lines of the PO with the same
information in each field.

(4)

®) Change all PO Lines

O Change PO Lines as indicated below: NOTE: If one line has different information, it's being shipped at a later date,
then tag that line individually and change the information so that this line will

contain the unique information.

Samee Supplier a5 sebected
Same Product Code as selected
o 0K

| X Cancd k’jlick the “OK" button.

View the Order / PO Notes / Changing the Ship-To address on a PO.

Use the Magnify icon to view the current order, the Yellow Note icon to add notes to the PO, and use the Green Truck icon to
change the Ship To address on the PO.

Piivate Desc #[ACSTHSS ‘
e e — ) EEE
SKU H Reference 8t [~
| Sidemeek. [CARF, KEVIN
ReqDpolot[ Comments [T
Sales Rep 1 [RLTS0N WE
Bude[— Sales Rep 82 [TEFF GIDROA
Sdviien [ Est DelDate [T7727712
Block[—  la[® Mand SKU [SOACSTHSS |
& e

| Email PO to Supplier

Tag PO’s that are ready to Email and use the Printer icon.

« :I

AN o a@wm &

#-Line® Ordered SC PC Supplier Status P

CG700069-0001 10/01/17| "1* | 01 | SHAW INDUSTRIES INC | To Be Ordered E!

CG700069-0005 10/01/17| "1" | 10 | MOHAWK FACTORING | To Be Ordered 0

CG700092-0002 10/01/17| “1" | 05 | DAL-TILE CORPORATION| To Be Ordered A
00 000 0/0 05 DA ORPORATIO o Be Ordered

All materials are the property of RFMS, Inc. and may not be reproduced without permission.



In addition to the normal printing options, check the email boxes. “Use Supplier Email” will populate the
supplier’s Email address automatically (if it exists in the supplier’s file) or, unchecking this box will allow the
purchaser to fill in the email address manually.

) Printing Purchase Orders =5 i
PO Type  standard Purchase Order v Printer  CutePDF Writer (redirected 6
[w] Preview Purchase Order Report Copies |1 |+
[] Print Private Style [ ] PrintRoll# [¥] Print Bar Code [¥] Print Line Total  [_] Print Req. Dye Lot [V1d=
[_] Print Private Color [_] Print SKU# [+ Print Notes [+/] Print Order Total  [_] Print EST DATE TB [_] Print Manf SKU #
[[] Print Store Codes  [#] PrintRef#  [¥] Print Salesrep [ Print Builder Info.  [¥/] Print Unit Cost [¥] Print PO Cuts
[w] Print Standard Msg #1 Print Standard Msg #2 [_] Print Standard Msg =3 [_] Print Standard Msg #4 Configure
Colors in PO Boxes R0 Ship To Supplier Restore Default Text Color Background
Email Options /
[#] Email PDF GO EL TS haw-5-8-17 PO's)
[v] Use Supplier Email =, Print | X Cancel

Email program will display, email address populated, or not if box not checked, and a PDF of the PO is
attached. The purchaser may edit the subject line as desired and may also enter a message in the body of the
email. ****Email will need to be configured in system options****

Creating a Purchase Order: Stock

NAVIGATOR / INVENTORY / FILE / PURCHASE ORDERS

To start a new PO, click the green plus icon, select “stock” and click the “OK” button.
Fie Edt Reports ‘Window (Rt Hep Mad Begetoe

(1ot rrom: RV DS LR ¥ &

» EPmlm | || =+ = 100000 Line 2 0001 =

g | A DellImvestony | o Wk P00 Fostpelsd -

§| @ o ey | [ 20 Use F2 buttons to select
)| Product Code and

E mEn Cot [ F07E0 Fa] Mol [

= MmO [T 000 8F  Maslen [

Msruinchn [FHENTU0BES MILS ] Antevi S By 5
0 T o ST Y | o~

ke T Fall M 125! SadLem 125LF byele

Private Style, then click
the Products button to

G e —
Prsts Calw [TRECLRLD
il [RHERICAN CHeP 17 i
Colen [TRLLAILD
uri [FF ]
Rag [ETon  Fa)
swew [
L | C
cowB[m
PwCasn [l
we
s

T
Tohenily [

Requested ShoDate [ = FB|

Presass De [T37512 3] PR
Reguncted DalDis [~ 2] g
ReseroaTotipct® [~
Swen [

000

Totsl Vi

L

lookup product to be
ordered
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2 P B Bepens Wi Wines M Mad Nevgete

« T vyhoRCaOYAD

Jowh | CARDGAN

o PO Suppter Pl Comcemppinns |

Use RFMS Smart Search
to lookup the desired
product. Double click on
the COLOR of the
product to be added to
the PO

T TR Sepors W (titen teky Bl Mgt 9
& Q09 w“QQwwe rd s ol For stock roll goods,
e | the stroonly,
oY . Y-
o) T i et | Additional rolls can be
g o BT L : added quickly in the PO
o e RO e R | ol | screen, Use the Roll
mnm'_“mm?. — ; | Order option to enable
e e [T T 2 O TR || roll cost & enter

Min/Max lengths.

|

: L o

gt S b (ST gy
ho— el R - |
o e ¥
—_— | At
w—= - Complete the Ordered
— ST WEW- . By, Taken By, Dates,
= T 'rm_ ' Reference #, Sidemark
- el » (Stock), Comments as
— :::r_ appropriate, then click
o L ™ OK.
-~ 3 D C— -

o I xtem K.

To add rolls to the same stock PO, highlight the PO and click on the + Line button

- AR EEERERERE t aash 2 0esevoweimeam hnm e

Fle Edt Reports Window Ltities He

T
P

S

$

pous
(" Add New Line Select
@ Duphcate CurentLine | |}]'C Duplicate

Current Line
and specify

W Camp Information Foeward | [Sea

[0 2] time(s) b
J OK |xw|§

SAMPLE-000Y | 09/25/1:
All materials are the property of RFMS, Inc. and may not be reproduced without permission.




Fis Edé Reports Window Lkltied Heip Mal Mavngsbor

ER Pura hase Orelers
| QoL ceeanee et ¥ oBD s @

PO 8 |Suppes + PO | 057" POB | "CG PR |

St [ALL =] Sewich Brod Cods [00 2] Fl
Search PO B i Line [ 0000

Po#-Lre8 | Ordered|SCIPE] Suppler | B | Privete Sie fitem | Private Col _Lamlel |1 the main PO screen you will now see
L= | ES T 0000000 EI':I.-".".‘:;"I:_".L‘D_ m _PHEHI'X.H.'IIJHHS HILL":_ TaHe Oidsiad _ﬁ\MEHILAN CHARM - 12 |24 POLLAR th |_t. I I f ” d th
= ES T O00G0-0003 l!'l‘.:lp'.'.‘hp"l."_l.'l?ﬂ_ m _PHFHMI'IEHQ Hll,l.‘a_rnﬂ- Dlihaiad _AMFHIFAH - & _‘EAHI'.I DOLLAR e mu Ip elines orro gGD s on =
D ESTOOO0003 | 0752|050 01 | PHENDLDOBES MILLS ToBe Drdeed | ALLSEST CHARM - 12 | SAND DOLLAR same PO — all for the same dye lot, same
D BSTONGOO004 | O/ESAZ|020) 01 | PHENI/DOBES MILLS| To e Dudeed ™ AMERICAN CHARM - 12 | SAND DOLLAR e
WD ESTOMNMO0S | G/2SA2[020) 0 |PHENEAADOBES MILLS| To Bie Drdeed | AMERICAN CHARM -12 | SAND DOLLAR cost, and same roll specifications. If
WD BSTOOIMMN05 | (25A2[020) M |PHENEAADOBES MILLS| Ta Bie Ordeed | AMERICAN CHARM -12 | SAND DOLLAR necessary could alter the line(s) in which
VD ESTOOOMM007 | 0ZSA2|030| 01 | PHENDY/DOBES MILLS| TaBe Ordered | AMERICAN CHARM - 12 | SAND DOLLAR .
D ESTONEN0E | (ArEA2|0E) 01 | PHENDUDOBES MILLS| To e Ordered | AMERICAN CHARM - 12 | 44ND DOLLAR rolls need to be smaller/larger by simply
WD ESTOOEO00Y | 0ESN2 00| 01 | PHENDVDOBES MILLS TaBe Drdeied | AMERICAN CHARM 12 | SAND DOLLAR clicking on that given line and altering

=5 T o001 1 - . -

B SeMPLE-D0M !'I"l.-'.""u"l.".l.'l.."'l'.l. 24 ."\H.IIW INDUSTRIES .I'Iiln .ﬂfﬂﬁ‘l' TORES IEIIPJ.'F.ﬂFNI'I‘l' TO prl rlt the PG WIth a” the |IHE5 nDtEd'

SAMPLEDO0T | 0242|020 24 | SHAW INDUSTRIES | Open [peRer TomES |pEcapent eiGe tag all lines and hit printer

CO20M001-0001 | 06/13412|021| M | WOURISON | 5omatiea |cHRIsTA 17 [crino

CO00001-0002 | 06/13/12|021| 0 | WOURISON Satalied CHRISTA - 17 | crino 0642341

Monitoring Open Purchase Orders

| FILTER DISPLAY
Purchase Orders Custom Display Filter will display the purchase orders with the parameters requested on the
screen for further review. Select the Store, Status (Open, Back Ordered etc), Promise Date or Date Range,
Product Codes

Purchase Order Find =
L Status
~ Q Description - [ ToBeOrdered [ Open ¥ Back Ordered Order Date From o1/01/80 2] [Fe
B [ Satisfied (] Canceled OderDateTo | 1231T 2] [P
04 [[] Sent (EC) ] Rejected (EC) Satisfied (EC)
05 Requested Ship Date From ooveo 121 [F8
06 CERAMIC
07 VCT COMPOSITION, Requested Ship Date To 273um 2] [re
[ Supplier 8
09 COVE BASE
Tl Sidemark Promise DateFrom | 01/01/80 (3] [F8
12 WINDOW COVERIN Promise Date To 23y [2) |F8
13 LAMINATES Collection
14 SUNDRIES
v 15 SCOTCHGUARD 4 Private Collection Reg Del Date From o1/01/80 3] [F8
Ref Number Req Del Date To 237 2 [F8
PO Number Measure Date From 0101780 & [F8
Messure Date To 23 2 |Fe
T Clear Save Load o oK X Cancel

This can be very helpful to look for this due in TODAY that did not arrive.
Edit PO - One Record at a Time

Double click on the PO line to edit

Fle Edb Reports Window Ubliies Help Mail Mavigator

Purchase Orders
hDR|eeenwe| @&l ¥a oD sy Mm@BEE s Dy

04 |suppler + PO # | 5T POR | 05" PO% |

ear

Store [aLL =] Search Prod Code [00°2] Fgf

SeachPO#[  POLine[ 0000
PO - Line idereel] SC PE] Supplie+] Staus Fiivate Syle / tem Fiivate Color / Description [Pramise Date Lengh|  dwoo] owRevd]  Uritcos Total Cos| cit| EstpelDate] Roliitem 8 [ eer
CG200003:0007 | 09/25/12|020( 07 |ABBEY SPRING ToBe Ordered | VERTEX PWC HINO[wT 1010 000 1.00 000 $410.8800 41088 1010
HI000011-0002 | 09/25/12(020[ 41 [ARMSTRONG WORLD [ ToBe Ordered | PREMIER PERFORMANCE BUTTERNUT HICKORY 000  2e000 000 $4.7900 $1,341.20 ESP
CGA00003:0003 | 09/25/12|020[ 04 [BUILDING SPECIALTIE To Be Ordered | USG 70556 ACOUSTICAL | USG70555 ooo| 1200 0.00 $0.8500 $109.80 USG 70566

040 COUNTRY HID 0

All materials are the property of RFMS, Inc. and may not be reproduced without permission.



Fis Edt Repots Window Ltlties Help Mad Mavigator

Purchase Drders
i =10/ x] ;/I Verify cost. Update if necessary.
PO Lie # [CG2000040020 4
x Ouder Date [75725712 2] 8|
st Stove Code [310 | Fa|
- A
2 PodmiceR[m Fa| antted[ B0 | Moo [ [l Fill in Ordered By — Your Name
= | Manufaotures [SOMERSET JicT| i =1 |EB=
pRed [ 000 ot o= [
Supphe[FERREGAN DISTRIEUTORS NG| )
0 AT Same DyelLot [~ Loy
— | Prvate Supphet [HERREGAN DISTRIBUTORS INC _l = T e
e
Item H [27062 ﬂ ThaPD ko S8 ﬁ m I
e [FHERICE COUNTRY MCFORY S F8
v Ll
b " ISUNSE'I— Drdesed By [*AUTO GERERATED BT _ . ]
m e T - Fill in Taken By — Order placed with who?
Unts [5— MI Requested Ship Date m;ﬂ % b
Desciption ® [AT5TH5G | | Eﬁ ;\ 0l
Private Rem # [27062 o228 | I3
" | Pivate Nase [AEAICN CRINTRY HICKORY S el N
Pitvate Desc [SUNSET St [Oper 16 . . )
Pl i B [ Toa\an [ TR IE Fill in Dates as appropriate. Promise Date
"'“:;l_” mnm — = N E’:g is the Estimated Arrival Date as given by
w1 Sidematk [ FEVH TG | |PNO the supplier.
Reqlyela K Comments [T o ||M'EP
Soles Flep #1 OH WEINER Ll
[T e E— Saes Rep 12 [P OORDAE G
T — EaDelDate [0772712  Pried[ 1
Bock | o [F Mard SK1) [SAGHTES ‘: - -
I‘NE Fill in Reference #, Sidemark, Comments
Qo oak Teedcot | [V ok | x o |E as appropriate for this order.
T SANALE00 | 09/25082]020] 28 [SHAW NDUSTRIES | Open m TELeDY
The left column will auto-populate

Print Purchase Orders

To print the PO with all the lines noted, tag all lines and hit print

« 279 N D e Qe w B & 0 & § ¥

Search
/ﬁ;-fune# Ordered SC PC Supplier Status P
CG700069-0001 10/01/17| 1" | 01 | SHAW INDUSTRIES INC | To Be Ordered E!
CG700069-0005 10/01/17| 1" | 10 | MOHAWK FACTORING | To Be Ordered o]
CG700092-0002 10/01/17| "1" | 05 | DAL-TILE CORPORATION| To Be Ordered A
2 00157-000 0/0 05 DA ORPORATION To Be Ordered

All materials are the property of RFMS, Inc. and may not be reproduced without permission.



Select Printing Options

i Printing Purchase Orders EI =l @ I
Preview Purchase Order Report Copies |1 |3
[ Print Private Style Print Roll # Print Bar Code Print Line Total [ Print Req. Dye Lot O
[ Print Private Color Print SKU # Print Motes Print Order Total [ Print Est Del Date [ Print Manf SKU #
[ Print Store Codes Print Ref # Print Salesrep Print Builder Info. ] Print Unit Cost [ Print PO Cuts
[ Print Standard Msg #1 [ Print Standard Msg #2 [ Print Standard Msg #3 [ Print Standard Msg #4 Lonfigure
Colors in PO Boxes From Ship To Supplier Restore Default Text Color Background
Email Options
1 Email PDF PDF File Name: | CGG000750005
[ Use Supplier Email g Print X Cancel

e Select Print Type, Printer and Options
Pick what information will print on the purchase order based on who or were the document is going to be sent

or stored. See Appendix for suggestions.

e Select Standard Message based on how each one was set up.
For example, Message 1 could be configured for fax or email orders giving supplier confirmation instructions.

Message 2 could be for when material is picked up by the installer reminding the supplier that without a copy

of the PO the pick-up is not authorized and request they fax a copy of the packing slip.

Purchase Order Reports
OPEN PO REPORT

Send to CSV option allows an excel file to be created that can be customized.

€L Purchase Order Listing Report @
Status 01700 =
'PC Description A _ o Order Date From 01/01/80 |5 |F8
|_| To Be Ordered (| Open [[] Backordered
- Order Date To 12/31/79 2 |F8
[] Satisfied [] Canceled
[] Sent (EC) [ Rejected (EC) [ ] Satisfied (EC) Requested Ship Date From o1/01/80 =] [F8
Requested Ship Date To 12/31/79 =l |F8
Supplier 8 Promise Date From 01/01/80 [2] |F8
PO Number Promise Date To 12/31/79 5| |F8
Req Del Date From 01/01/80 {3 |F8
Req Del Date To 12/31/79 5| |F8
Print Options
[¥] Print Previ
[] Output CSIjl'o RFMSCSV.CSV . ]

Printer  CutePDF Writer

Purchase Order Summary Report

This report allows you to print a more detail listing of purchase orders. A number of options are available to
allow you to customize the report according to your needs.

All materials are the property of RFMS, Inc. and may not be reproduced without permission. 11



Order Date From 01/01/80 (5] |F8.
T rdesed Open e
[JToBeO O (") Backordered S el
(] Satisfied [ Canceled
[ Sent (EC) [ Rejected (EC)  [] Satisfied (EC) Requested Ship Date From 01/01/80 || |F8
Requested Ship Date To 2317 3 |8
Supplier 8 Promise Date From 01/01/80 (37 |F8
PO Number o Promise Date To 123vm & [re
Req Del Date From 01/01/80 '5° (8
Req Del Date To 123/ 2 |F8
[ Print Private Style [ | PrintRoll# [ Print Bar Code  [] Print Line Total [T} Print Req. Dye Lot [ ] Print Serial No
[] Print Private Color [} PrintSKU# ] Print Notes [] Print Order Total  [] Print Est Del Date ] Print Manf SKU
[JPrint Store Codes [ ]PrintRef# [ |PrintSalesrep ] Print Builder Info.  [] Print Unit Cost L] Print PO Cuts
[ Print Standard Msg #1 [ Print Standard Msg 22 (] Print Standard Msg #3 (7] Print Standard Msg #4
Print Options
(! Print Preview [_] Condensed Purchase Order Layout
[) Output CSV To:  RFMSC
Printer  CutePDF Writer

Purchase Order Needs Report

Purchase Order Needs Report shows Purchase Orders with partial quantities received and is a quick way to
look for materials owed on open purchase order by a vendor.
wﬁurcha'se {)ldermPnrl || = u

— Sort Option:
& Supplier / Product Code

" Product Code / Supplier

— Stores —

RUG

PAD

wooD
CERAMIC

VCT COMPOSITI

— Print Option:
¥ Print Preview

z
COVE BASE
H

4 [~ Output CSY Tex |
I~ Combine WINDOW COVEH

& Print Iﬂ Exit

Establishing Stock Re-Order Levels

Re-order levels can be set at the color level in the Products screen. Double click the color record to access this

feature. This can then be reported using Inventory > Reports

& RFMS Products - - RFMS NEW CLIENT

File Reports Edit Window Utiities Help Mail  Navigator
¥ Change Descripti =llE ==
& Item Products
. Entry Fields
7D 0 B&EEloan G -EsE v
Search [SHAW J
Supplier Description  SHAW 3-IN-1 ADH
PC Private ltem Name Supplier Name Priv ltem Number Supplier ltem Number 00001
10 |SHAW 200 TPS 16 SHAW 200 TPS 16 15205 Private Description | SETERIEI |
10 |SHAW 200 TPS 16 SHAW 200 TPS 16 052v5 "
Private ftem Number [0ooo1 |
10 |SHAW 200 TPS 4G SHAW 200 TPS 4G 126v5 > R
escription e
10 |SHAW 200 TPS 46 SHAW 200 TPS 4G pianType | )
SHAW 3" LINCOLN PLANK Beorder Level
- - Reorder Oy E Commerca
SHAW 2-IN-1 ADH SHAW 3-IN-1 ADH Inactive Date (some fields may not be edited)
09 |SHAW 3-IN-1 ADH SHAW 3-IN-1 ADH Status [ ACTIVE
28 |SHAW 5" LINCOLN PLANK LINCOLN PLANK
09 |SHAW 70 ADH SHAW 70 ADH
SKU | HWA9700001
W en] <
Manufacturer [ /S HOME FOUNDATIONS 58 untcost [ ssaoo0| % B W A @& P
Priv Supplier | SHAW INDUSTRIES Freight Fact 50.0000 [#] Tougle N 0K
FOB Point [CHICAGO Special ltem ] Private Descriptior Priv Description N
Collection | HOME FN GOLD HARDWOO PurRebate 500000 SHAW 3-IN-1 ADH 00001 SHAW 3-IN-1ADH  0D0DT N
Entry Type | E-COMMERCE Adv Rebate $0.0000
Units [ Status [ACTIVE

All materials are the property of RFMS, Inc. and may not be reproduced without permission.
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Tiered Cost Levels
Tiered cost levels for purchasing in bulk can be established using the Tiered Costs button in the Product File.
Click the Red $ icon (Cost File) in Products to set up the info.

B2 RFMS Products - - RFMS NEW CLIENT
File Reports Edit Window Utilities Help Mail Navigator

& Item Products [=llE]r=]
e a0 okl aGED-FBre sy X

Search | CRESTWOOD |

PC Private ltem Name Supplier Mame Priv Item Mumber tem Number Size Supplier
% CRESTWOOD OAK - ENGINEERED WOOD FLR - 3 CRESTWOOD OAK - ENGIN WP&30 WP630 00"X0'0" MOHAWK CARPET CORPORATI(
28 |CRESTWOOD QAK 2.25 - E| {
- ¥ Browse the Product Cost File E@
28 |CRESTWOOD QAK 5
« " vy 088 Tottcot e founs =2
Active Costs Only

& Update ltem Tiered Costs

ype Cost  DateFi
Unit $3.1600 Selling Unit: SoliaalllimtiHascllear 316
Package/Units Per Package Cost Per Selling Unit Starting Dates Ending Date
nnooog B Carton per Carton Cost per Carton | sio0] | | osoine 2] [
Pallet perBallet Cost perPallet. | sizoo0] | [ osoris 2] [
Manufacturer | PORTICO Trucklosd per Trucklosd Cost per Truckioad | siso0] | | o016 2] e ||
Priv Supplier | MOHAWK CARPET CORPORATION Container per Container Cost per Container | soooo0] | | B [
FOB Point
Collection
Entry Type | MANUAL
Units TR NI

W
PO Linst ® | s5T000S8-0001 Width 04z | Footage Deder
Order Date | 032017 = A8 Lengeh _' m| ]

Store Code [ -1 | | FB Rol/Cut Fioll Cirder
— Ceut $30.4600 | F8 Meilen
odect Code L ] veoo Bt Oed | “l-;f Wl Len 0
Mamulschoner | MOHSNK FACTORING Fa = =
5 2 . At Bowd T Pioil ity H
] = pspemuse Sarvet Oye Let. |
Pravate Suppher | LIOHAWIK FACTORNG LLC |[= n
r 1 There are 2823 5F pes KX
o ¥ | WECS0 | Thia PO in for 0 BX
Marme | CAKS § - ENGINEERED WEOD FLR - 3| -
Description | QAK AUTUMN : el
e “ Takeen By |
m:g P Requeested Snp Date : m Owa
mu.mu-.::n . Promie Date 032817 2 AR
'TN"““MI'_EI F' Begarsted [l Date L =l !
Priv Namme | FOREST 0AKS § - ENGINEERED WOOD | |Fi et U
Prevate Devc | QUK ALITUBMMN Stabes |
Provate Desc # |35 -
- Total Value .00
Hoen S | (PS04 OL06™ :
w | Reference &
FOB | s Sadomark |
Rieg Dye Lot | Comements |
Colection | QIRAMNGE ] Sales Rep #1 |
] | Seles Rap 32 | Use the Tiered Cost button when
Buikder | et adding the PO to access the info.
: Mar 51
Subdemann L
Block | | et
LN I T con X G

All materials are the property of RFMS, Inc. and may not be reproduced without permission.



Inventory Control-Receiving

Receiving Materials

Accurately checking material into the computer is a vital step in ensuring the order can be fulfilled or
other arrangements made. Confirming the correct material is received is important. Verifying the size
or quantity is critical
e Confirm purchase order information matches the shipping document and material
e Enter NEW information like dye lot, roll number and/or bill of lading, date received and
location.
e Validating the quantity received is critical.
Receiving Methods
= Generate PO & Receive Inventory
= Express Receiving
= Receive from Bill of Lading or Invoice
= Warehouse Receiving
4 75% of receiving errors occur are an incorrect quantity or size, usually receiving all the material ordered
instead of the amount on the receiving document

Warehouse Workstation Module

RFMS Warehouse is a module of RFMS Inventory that simplifies the receiving process by allowing employees
to receive inventory in one step. It also allows location moves to be simplified.

| Warehouse Options
***To activate, Inventory>utilities>warehouse workstation
Click to select one of the options. Warehouse receiving brings up a box to scan or enter the purchase order
information. Inventory adjustments or Inventory Change Locations opens a box for entering the inventory
sequence number or scanning the inventory information.

Warehouse Receiving

Adjustments

Change Location

Once the PO information is entered, a receiving screen will appear. Carefully check the PO information before
receiving.

Inventory Change Locations
Scan the inventory barcode. The change location screen will display. Simply type or scan in the new location.

"% Change Location l&.l

Current Location [812—
New Location r

v 0K ‘ X Cancsl ‘

All materials are the property of RFMS, Inc. and may not be reproduced without permission. 14



***|tem Inventory Tags must use the system reference number barcode for adjustments and location changes

to work.

Inventory>File>Item Inventory>Print Tag Options

— Stares
s
=)

H Print Item Tags M= E3

Tupe Landscae Item T ag vl

V' Preview Item Tags
= Eriter

dobe PDF [
1 Dot etz @2 SR 1 U]
& [Laser Mnk Jeb i s 4 ZI0E]

= Bosttion | (lss=r/ ik Jet] |

ﬁr\ LLatae]
L R
& System Ref # ) Supplies

" Prod Code + ltem # ||| o~ Private Suppfier

INn}
IR
’7|_ Frint D ate Received ‘

& Frint Itern Tags I # Cancel |

Receive Inventory via Barcoded PO / Warehouse Receiving-Option 1

A printed PO is required. The PO will contain the barcode that will be scanned in order to receive the material.

If no printed copy available, look up PO in the inventory screen and print.

All materials are the property of RFMS, Inc. and may not be reproduced without permission.

15



[File Edit Reports Window Utilities Help Mail Navigator

Purchase Orders

Receiving / Costing

Inventory = File = Special Receiving =
Warehouse Receiving (or set
workstation to Warehouse

/1

Special Receiving
Roll Inventory

Costing Service /

Warehouse Receiving |

Workstation via Utilities menu).

Item Inventory |

“i2 RFMS Warehouse - SEMINAR CLASS |

File Window Utilities MNavigator

The PO prompt will appear. Next step
is to scan the barcode on the PO for
the line to be received

v OK X Cancel
SumrE . DN UL, MU
GREEM BAT, W1 54003 Tak S002427041 § F 2 SESS0STI3
Tl S77-0040515 | |
3
Oudar  Product w f Ram Amaunt i
Dats  Coda Mam Rumbar E?:N!Dtnﬂlpban RelUCul  Oudacad Units Al Scan the barcode from prlnted PO
D2SHZ M ZT0E2 AMERICAR COUNMTRY HICKDRY SOLID 5 e 225D SF |
PO CG0000 -0 SUMZET Et Dl Dat Q72THZ
Stare 00 Desal: ACSIHSS PO Req Dol Dat OG22
Takan By JEANNE Salairap ALLISOM WEIKER *0 Ry Ship D2t 0R2EN2

SideMad CARR. WEVIMN L TiNA Commaents SHIFPING FROM EAGAR

iz RFMS Warehouse - SEMINAR CLASS |

File Edit Reports Window Utilities

v OK X Cancel |

ST LT

The PO & Line number will populate
to the PO prompt box

All materials are the property of RFMS, Inc. and may not be reproduced without permission.



A2 RFMS Warehouse - SEMINAR CLASS - [WHR - Rec from BO
File Edit Reports Window Utilities Help Mail Navic

Style[HOMRUN
Color[DUGOUT

Style #|Q7025 Color # [25741
Roll # |#ST013520002 F8 |

Dye Lot|
Bin Loc |
Rovd[09719/12 & F8| 19444 5

Width[  12.00 Length | 145.83

v 0K X Cancel |

v Generate Roll Tag

WHR - Rec from BOL

Name HERON BAY
Desc RAVEN ROCK HICK

For Rolls, enter Roll #, Dyelot, Bin
Location, verify length is correct,
check box to Generate Roll Tag, click
OK.

Mem # S1.230
Run Lot |
BOL # | F8 —
Revd 03/28/177 © F8  Box/Carfon
Bin Loc 60.00

Gty 129540 Units SF

o] xonm

L Generate tem Tag

To generate an item tag click to check the item tag box. Doing so will pop up the box to enter the number of
tags to print. The system will default to the number received. To change the number enter a new number.

¥ GeneratelemTag [ 117

For Items, enter Run Lot, BOL#, Bin
Location, verify Quantity, check box
to Generate Item Tag, click OK.

When all information is completed tap OK. The system will return to the scan po screen ready to receive more

inventory. To return to the Main Menu tap Cancel

All materials are the property of RFMS, Inc. and may not be reproduced without permission.
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Express Receiving — Receiving one PO line at a time-Option 2

|
1 - %

Highlight the PO line to be received, then
click the orange E icon at the top of the

o [V DB RS ik

the selected PO and line number.

screen. A PO# box will auto-populate with

¥ ool B @ #5934 m e W= E

Priolem® g B Toaws w2607 ie e e nsdl
Brrw e Blama i £
Dt pracn
i
Leigm
Uity
Saq 3
B Lt Sy el | #am |
He Orp Used
Syitoem Ref @ 0%y R
0 [ st Oy Al
Sedamark
Cimseieil
e Whgrriaes e |

[l Gurvarata e Tag

T — —
Sie | R ] Lading ® U |
Pt Code s Detw kol | PR 16 +
VURARBITET D T PEAT WHE =] TReTigE®
Sugplier  Sda RELITE i neisie Dote
Porwnln Sopmbier i BOLETH o Lot |

PO | #sToneT These poe 1577 5 pes CT f

X G

~ Express Recswng | (71 ]

2 ro0071.000:]
Private [ober [ Damor phi tyRrvd .
PRIVATE DESC * Cancal

CENINTRY I [n ] L

CASHEW EAEAE 1500 200,00 480

This screen will appear for each record being received.

It is important to fill in the following fields:

Rolls: Store, Dye Lot, Roll Number, Location, Quantity
Received

Items: Store, Run Lot (tile goods), Lading #, Location,
Quantity Received

Mote that you can also select to generate a tag by
checking the Generate Tag box at the lower left.

Receive Inventory without Barcoded PO / Receive from BOL-Option 3

2 Hecatvieg/Conting, - - aceive from DIl of Lading,

Sieet o ol ey P

This window will then appear.
Type in the PO number or use F&
to do a lookup from the PO list.

x| X Cwen |
L1 H
e M | Gyln | Colon/Dwse: [ Coloa 81|
Flol Frmgii Facion Foerm Fromgha Faciv "
10 U Pranhainy P i Bopkasd sl T i Pronkacts Pl i Sepiapsd shove] m:‘,m la.nn-:zlm
™ Upom P Urit Comt ™ Livm P it Gt I f [
™ Use Percersage of Gsam Coul ™ Une Percertage of Dism Cont Tokal Irnecuon Yok
F | ¥

LU p—

WoATor Py

¥ Lise Prechars Fibe jos it
Ve P L Gt
Use Porconbagn o Bonss Toud

=

To manually select the PO after you press F8,
tag all the lines to be received in this

transaction, then click the Done button.

T

All materials are the property of RFMS, Inc. and may not be reproduced without permission.
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Beceive from DIl of Lading

h?7OuUDOBAN h{
Sebect o of 0w fobowwg & Flaceres hom 8 o Ladrg &

K|

Oyl [ Stybe [ CoDwee [ o
ok Fongt Faonn orn Frmghe ¥ achon Line Inds

® Uve Products Fie (s deplayed sbove) % Lnw Prodhcts P lar deplaped sbove] Todsl Line Fomght

" Use Por Uni Cont | ™ e Por Ure Cont I | m—Es

7 Use Percntage of Giom Cont [ 1 Lise Porcantage of o Cout [

) [ |

——

The tagged records will be displayed here.
We next need to verify a few pieces of
information about the record. Click the

batch tagging icon to start this process.

e G bepets widie UGSr s Abvgis Rl

e[ FH

L e |

i
ks il

Fvee Sopeber [T [T —
Pafa Wi CastrriG g Thsin yalible |
Pk fE TR |
Frehmbea ST SROY 0 A ol
Bt AT Goea oo [ TR 11 E\
Privee it | L
whith) Fegh [ I : i i [Tl ™y
'-":""_ (™ 1 BTN foom| oo omy wem
oL
LT
weal O Fis T
P p Ued
] — Dy R T
Wwawu— Qp el
o o T L s il T 2
Corwaniz -
(T 13 [ T =
4 B e (o] xpme ||| (lemire =) cpastiie
T o O Ll T TPt e Ced T T r
T U Parcesinds of Gum Coat T UsePreantagef Grsi Cost sl Ve
F I3 | :

Ul D8 bopots weckw i bep Aisigeis Hol

15 b brewntary - - Bwcervng iram Bl o Lading
B |

PuoskarCote{ T 0 - |

Hariatuss [FTRGES0R DT ERFRETS Al

T T |
i Bk PTRITR TITFARTT A

This screen will appear for each record being
received. It is important to fill in the

following fields:

Rolls: Store, Dye Lot, Roll Number, Location,
Quantity Received.

Items: Store, Run Lot (tile goods), Lading #,
Location, Quantity Received

Note that you can also select to generate the

inventory tag by checking the box at lower
left.

This screen may appear if the
material is allocated to a

customer order. Click Yes if

Py [ o) £

e —
Lot S ok amm i
A B roevewrmim A E | X Cocel | i by rml-o.
T e e T 1 I I
e Patosap o ow fas 7 i Promcord g o i Gl

] | = |

material has gone to the jobsite
or if Picking Ticket needs to be

printed immediately. Otherwise
click No. Clicking Yes will Cut the

line from Inventory.

All materials are the property of RFMS, Inc. and may not be reproduced without permission.



— R S [ oo Repeat the process for each line

being received. All lines will be

fbte | Tisrss Coot] raft
] D W0 L WO W V0
o VRN DN Gasom ENVTRF DO ! 260 [T w0 o woan

tagged when finished. To
complete the process, click Done.

Printing Inventory Tags

Print Roll Tags

INVENTORY / FILE / ROLL INVENTORY

A Bl i,
8 L0 e a2 B9 & F 4+ 1 g D
} ' 3 = — Click Double Tag icon to call up the list

of rolls tagged during Receiving.

i RTA Tnenboey ¢ TIRTRUE
He [l Fapot Windes WHBm Malg sl Mo

A Rt nenary
- FroOR Y oBwns ¥4 eBbo m

'5*.-* = Dobor + D L4 il | 5 poies = v 8 | PV | Bl B = ik B | Dion B Gt P | 5 ik
arm [ i.-m[*-rdtnu |

s e [ Caloa [ Dpsad [
[ S ]_P-: [ﬂp" ]E-.pp- |i.u| jr.m [L-y-l.ql | i| E‘ql.-ruh[
=] [CETH |1 1 I FT]
Il OO0 D00 ek _ﬁll.ﬁ'. R I M RCTHPE _nm CAETH 17 11_ 13 ll'ﬂ
I el e Sedia M DUET REY 20a05 pon il | 5a) R 15w
| S LR | dmaw DU REL B e el | SeS 15| aim
L i L 3 £ ¥ ¥ | -
| L o —r = e — The Tag icon can also be used to tag
0 i iR TES CAFFET of JaT i F ¥ P ; :
| i i [ W EE [T CTZLTT i rolls for tag printing. Click Print when
l OG0 0 =5 108 TS000H | Gl STk 5 LA B TO P R B .
[ I 1 GOSN |G LA £ LanGas T04) 1w mm finished tagging.
| [ T T T m-m- E M TE] | am
Il G H TR0 O (i CARPE TR A O ECES 15 R
| B EE @2 Wisades  |aAvs R E.IIJ = 10 530
(LU ] LEA R IURAL FIEH 15N 12 i
(o= W0 M CaRCG i 7 L |FATUPAL PN |Liial | 1700] WIT
| 0F 0 DD - 7 L Es FATLFAL FresH | LG A =5
=] o JEET ¥ LaEd |RRIURAL P | sdin 13| L.
[ I S Al T L W RN AT 3 AR
[ M CCaniSs, S 7 LEES TRy PTE Fap ] | eier
: 2 o
| O (1 CAO | 7 Ll | OCE P T ABZFIN 0 | 12| i
vl | v s WLa ]
# Print Roll Togs ===
T
|  Feoll Tag =
W Preven
Pt
[Cacrr i =
= = == Select desired tag format from the
ol TrP— F it Cost Code drap down, make parameter
& Suppie I Pt Sinling Price selections, Print Roll Tags.
™ Prwvste Supples =
Adcitionsl Diption:

¥ Pret Date Flecesved

[ @ preratags | x pwcs
-_—

[E=-F v e

CD03 H Gz CD042 R’_.’_—-ll Example Roll Tags

e T

STYLE TLASES

.ﬁf!
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Printing Item Tags

INVENTORY / FILE / ITEM INVENTORY
Click Double Tag icon to call up the list of rolls tagged during
- rooaao3xve

.
ole
:

E<1

Search |

S PC Prvstellem ®  Sea®  Prvate Name Prrvane Descratan Ru

Receiving.

The Tag icon can also be used to tag items for tag printing. Click the printer icon after tagging is complete.

For items, a prompt will appear to
enter quantity of tags to print.
Make appropriate selection in
regard to Selling Price. Click OK.

[ & T\ wWwae 4+ 0RO m
Sile + Cokor + Oyw Lot o | Sugpibon o irw B | PO 8 | Sty B « Cokor B | Coker 8 | Do Ficvd | Sidomant |
Saoee AL D Search Prod Code [003 10
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Select desired tag format from the
drop down, make parameter

Example Item Tags

The Tag icon can also be used to tag items for tag printing. Click the printer icon after tagging is complete.

l'l.ll.[l r selections, Print ttem Tags.
@ Systen fiat 8
© PodCode s hem8
e ™ ST0RE Use W STORE USE
i nnuEee NN
@ Driventags | X Covet_| #172 V1 3' #172 V1 3'
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Correcting receiving errors without an access code

Receiving errors are typically related to an incorrect quantity, either by entering too much or too little material
compared to the receiving document. If the error can be corrected the Quantity or Length field will allow the
user to edit or correct the amount.

If the material has been assigned to an order the material must be un-assigned or disconnected from that
order to fix the inventory amount, then re-assigned to the order. Keep in mind if the amount is less than the
order line, a new line should be created by splitting the existing line for the quantity that was not actually
received so that it can be received in the future. Also, because the purchase order has been “satisfied” or the
entire quantity shows it was received, another purchase order must be generated for the balance that will

arrive.

=

Has the Invoice# and Invoice Date have been populated?

a. STOP, this is an inventory adjustment. The inventory costing process has already taken
place and further review with accounting is needed to ensure the correction does not
further complicate the general ledger balance

2- Can the Quantity or Length Received field bed edited?
a. Ifyes, correct the amount and place a note in the inventory record field indicating the
change made
b. If NO, it’s likely the material has been costed or is assigned /used on an order proceed to
next step
3- Review Inventory History to see what order(s) have been assigned to inventory, make note so they
can be un-assigned
4- Go to Order(s) and change line status to NONE, or un-assign them from the inventory record
a. IF the material received it LESS than what was checked into the computer the line should be
SPLIT to show the amount that was not received and will be received in the future
5- Generate PO for material that will be received, include all details from original PO and include
notes explaining that the original PO was checked for the entire amount when only part of the
material was received.
6- Return to Inventory record. Correct the quantity to accurately reflect what was received.
7- Re-Assign material to open order line using the ASSIGN function from inventory record.

STEP 1-Check the Invoice#t/Date to see if material has been costed

Lading # [LADINGE JJ
Date Fovd [05/001/13 J

Invoice # |

Invaice Date
Location |LOC

STEP 2- Check the Quantity received. Can it be edited? If any amount is in the Used or Reserved fields
it cannot be changed without un-assigning materials

OwRevd | EEDIE
GylUsed [ 000 L\)
GwResv | 8300
OtwAval [ 000

STEP3- Review inventory record HISTORY to see order(s) to be un-assigned
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History for Item #: 52)(X661

EXIT 67

? 7H LA

[tem Seq# | Trans Date| Tranz Type | Oty Uit Cozt Irreice 3 Supplier

4 08/01413

DAL-TILE 083

New

52661 4110/1A13 | Reserved 83.00 2.3500/ 08231 BARTON CONSTRUCTION | 082311

STEP 4- Change customer order status from Reserved to None

A Changing Custemer Order Line - Invoice 082311

Line Number [0007 5]
Product Code |06 CER&AMIC
Itemn Mumber |52>0<EE1— ﬂl
Item Name [GOLD RUSH | FLODRAWALL |EXE [C
Dessiption [WHEATLAND 5207
DAnfo [T5SFASPC /TN
Unit [SF S ety
widh [ 000 _ |
Lenath [T 000
Buantity IW Billing Quantity
Pice [ 073 _ | @l
Tl B3 g
Status

Cut
Group CERAMICTILE

None
B Notelen PO & Syaiable | Reference Lmel

Order Line Assignment

Inwentary - [(Chi]
Products - [Ctrl-P]
Ureferenced - [Ctil-LU]

Overhead Margin [ 5.00% =]

IF entire amount was checked in by mistake, split the line for the quantity that will be coming later which
should leave the amount that was actually received on the original line.

Group) PC | RallAtem # Style # ltem M ame Color / Description “Wwidth| Lengt Quantit
E 06 [52312121F |GOLD RUSH |FLOORAWALL | 1212 WHEATLAND 5207 arz2) o 15.00
E GOLD RUSH |FLOO WHEATLAND 5207
E 5244a108 GOLD RUSH [GTR RMD | 128 WHEATLAMD 5207 oa"
E 06 |52<<P4663 |GOLD RUSH |BULLNOSE | 646 WHEATLAND 5207 sl O8" 180.00
E 06 |52¢<PC46ES |GOLD RUSH |BULLMOSE CRMR [BxE WHEATLAMD 5207 oe"| 08" E.00
E] |9'—'| nnqnjs(?n GRONTMASTH HMSARMMER IIRNd CRARMFS RFACH e o 1an
I(I((I 4 DIDDI )II A
Line Group: CERAMIC TILE
a Inzert @ Change @ Delete B Maoteg I% Adj Status = Split Lipgs_lwtomlgine I'—I—' Move
E Template EﬁlExpor_t i!':l Area ﬁ Attachments |! PO R iei F'Iﬁl Split Order Lines I
A Split Customer Order Line
Line #: 0007 Status: Mone
Froduct Code: 06 Width: 0.00
Item Number: 52:2<EE1 Length: 0.00
Name: GOLD RUSH | FLOOR AWALL 162 Quantity 83.00
Dezcription:'WHEATLAMD 5207
Urit: 5F Line Total: E4.13
—Mew Lt
Length I—UDU
Buantity I—SDU !}_
[T Copywork Order Mote (S GE 4 X Cancel |
Group| PC | Roll/Item # Style / ltem Mame Color # Description ‘wihidth| Lengtl Guantit Pric: Tatal| Status Line #
E 06 [524<12121F |GOLD RUSH | FLOORAWALL | 12412 WHEATLAMND 5207 o2t o2 15.00 0.23 -3.33|0n Order 08/23/11 | 0006
E 0F |52:4<6E1 GOLD RUSH | FLOORAwiaLL | B6 [CLAY]  |WHEATLAND 5207 os"| 0" 80.00 073 58.40/Mone 0007
E 506 ° 3 GOLD RUSH | FLOC E6 [C MHEATLA os" 06" 0 one o017

to put on the buy list, or generate PO directly from order screen

STEP 5- While in order entry either change the NEW line for amount to be received in future to Gen PO

STEP 6- Return to inventory record to correct it. Now that the line has been un-assigned, the quantity

can be edited to reflect what was actually received

All materials are the property of RFMS, Inc. and may not be reproduced without permission.
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[ty Acrvd a8.00

Gty Used .00 I"}

Gty Rezy Q.00 Gty Rcwd | 20.00]

[ty Aveail 2a.00 Gty Uzed | Q.00
Change from 88 to 80 QY Resv | —

CIky Aveail | 80.00

STEP 7- Material can be re-assigned to the original order line

# Ttemn Inventory

- D00 @aonm s X'%lﬂ-:il:n‘lllllllﬁ

ltem # |Name + Desc | Lading # | |D/1nfo | FO# | Supplier + lnv # | Feference # | Sidemark, | Mame + Dezc + Runlat |

Itemn Inventory EX

Item Record has been changed.
! Adjustments may be made in Inventory, History, Order Entry and Accounts Payable

Inventory Adjustments

= Should be password protected to be performed by qualified/authorized person
» Adjustments needed are to be communicated by Warehouse staff using Picking Ticket
Document or during Physical Count Process.

Adjustments From an Order

Adjustments needed are to be communicated by Warehouse staff using Picking Ticket

Document

» Create an order for inventory adjustments from picking tickets to be made. When the
picking ticket is turned back in a line is entered for zero sell price with notes on the lines
for explanation. A new picking ticket is issued showing the amount adjusted and
attached to the original document requesting the change.

» At the end of the month the order should be job costed.

» There are several advantages to this method:
o Only authorized staff has access to editing inventory costs and quantities from the

inventory module

o Costs are visible from the job cost analysis reports.
o Adjustments for un-costed inventory are not an issue*
o Use Tax states can set up the material to have the system calculate the tax

* |nventory adjustments in the inventory module should be password protected and only
be performed by qualified/authorized person who understands how it impacts the
Journal.

+ As with other Asset Management rules, the person who physically handles the asset es not update the
records.

Day to Day Adjustments

Generate an order for each month to capture inventory adjustments.
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This process mirrors managing materials for inventory on jobs and allows for more detailed
accounting of what the adjustment involved. It also is more visible to management as it will
appear on job cost analysis reports.

A line is generated to reduce or increase the balance for that inventory record

Line notes indicating the computer balance and the counted balance with any explanation for
what or why there is a difference

A picking ticket is generated for that adjustment (save to PDF History)

Separation of Duties- “the person touching or handling the asset does not control the

computer”
INVENTORY / FILE / ROLL INVENTORY or ITEM INVENTORY as appropriate
Lookup the record to be adjusted, highlight the record, click the Inventory Adjustment icon.

islgam w -Ew+s ADWE

* Adjustment (=] =

Adgmtment Dale | 0BG & FB

 Amcunt o Adgst .08
Curlomes Irvoice i .
N Amount Aval 20

o —— e

Enter the adjustment Date, then either the

Amount to Adjust or the Mew Amount Akusimert Type =
Available {NOT including any reserves). Also
choose adjustment type from the drop X Lencel

down. Customer Invoice § is optional. Click
0K to update the inventory to the new
quantity.

Splitting Inventory Lines

INVENTORY / FILE / ROLL or ITEM INVENTORY
Search for the roll/item you need to split. Click the Adjustments button.

# Roll Inventary
« 7 Yy O 0 H 9 anm e B on @3 @
Search 123 |
SC PC Rasll# Supplier Style Calor Dy Width Beg Length
1" 01 1233459 SHAWINDUSTITSTHHOLE  AUTUMN 12.00 0.00
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# Roll Imventary

- Y O 0 H o0 @ s B4 on I @
deech |13
SC PC Roll®# Supplier Style Color Dy Wihdth Beg Length
1701 123348 SHAWINDUSTI 1STHHOLE  AUTUMM 1200 0.00

Enter Amount to Adjust or New
Amount Available. change
adjustment type to TRANSFER

For Rolls, click another Roll, type R .
Mew Roll # at the bottom, click oK el

b iy
1 Famrs e vy
1 e i

oo 11
Loasl L. T

. . . " - . | o = & Lo
Adjustments - —

ﬁ Move 75 froen Roll ® wETO00060001° to Miew Rl ® 292356704 2
Click Yes to process the split
e T8

Both Rolls will now show in Inventory on separate lines. It is recommended to print new roll tags also.

= ume ewpoe weste umien e ma g

Enter Amount to Adjust or New
| [ e— ' P Lo Amount Available. Change
adjustment type to TRANSFER

b ey o=
aha fse
e -a]
| L= - n
| b o For Iterns, click Another item, make
i = - .
N Vsl ST other edits as needed, click oK
W
e
[FE] (xow

Item Inventory Consolidation Tool

INVENTORY / UTILITIES / ITEM INVENTORY CONSOLIDATION TOOL

This feature allows consolidating Item inventory onto a single record. The item record must be in a Costed
status. Only the Amount Available will be allowed to move. (Reserved amounts will stay on the original
record.) All items must be in the same store and same product code. (To move from other stores or product
codes, use the existing adjustment routine.) Use the binoculars to locate the records to be consolidated

[ R = | =33

- o @ %

rC e & Stoie  Mame Descnplion Oty Rewd Oy Lhed Oty Resw Cpy Avml  Geoss Cost  Daete Rowd beve Daie  lerwcice &
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Iltem number is required. Use F8 to search for item numbers.

e e | tivpUned | G Hepe | tiny dcend | Gesaa Cot | Diste How | e Dgte | bryesec,
1 I-'ﬁII (T I-[| IR W TR TR

I From the list found, highlight the record to be
| consolidated to. Then click the Set Destination

. e button. One option is to use the newest record as
W:‘:_lr “::t'r the destination as it should have the most current

cost.

Tag all the records still in the top list to be added to the destination record. In tagging records make sure the records are actually
similar enough to combine. For example, if dye lots don’t match consolidation may not be desired. Another example would be a
large cost difference, for example in the case of a special buy. After tagging the records, click the Process button to complete.

[.'._] Item Inventory Consolidation

=T® |
. 7 v aw Ao &8
PC hem# Store Mame Description Qty Revd QtyUsed  OfyResy  OtyAvail GrossCost DateRovd  InvDate  Invoice®
03 PAD - STOCK 2% PAD "1" | PAD - STOCK &% PAD 8% PAD 3,000.00 0.00 0.00 3,000.00 1.19 01/12/16 | 01/31/16 LPD13116
PAD - STOCK 8% PAD "1"  PAD - STOCK 8# PAD 5% PAD EX]

0.00 0.00 3,000.00 119 01/12/16  01/31/16 LP013116 [

The destination record information will be
pulled into the fields at the bottom of the
screen. If this is not the desired destination

Store

Item Number ‘ PAD - STOCK &2 PAD

Product Code item Name [PAD - STOCK 8# PAD record, click the Clear Destination button.
Manufacturer [ EGGETT & PLATT | Description gz pAD
Supplier ‘LEGGEW ‘ Run Lot ‘

T —

Sidemark [ STOCK

Clear Destination [ Average Cost
|8 tem Inventory Consclidation

o=@
- o aw M (g

PC hems Stece Naeme Des

03 PaD - STOCK 8 PAD 1| PAD . STOCK 80 PAD | 80 PAD

Goss Comt Datefevd v Dot imvoce #
38§91  PAD - STOCK 30 PAD *1°_ PAD - STOCK 88 PAD 8 PAD

Tag all the records still in the top list to be added to
the destination record. In tagging records make sure
For example, if dye lots don’t match consolidation
may not be desired. Another example would be a
large cost difference, for example in the case of a
special buy.

After tagging the records, click the Process button to
complete.
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Releasing Materials

Picking Tickets

o

Who should do this?

» The person releasing the materials is “cutting a check” from your inventory account so to speak
and is giving the warehouse permission to prepare and release that material.

» Therefore, the person who cuts the lines and prints picking tickets should be a person in your
organization that is committed to details and has vested interest in the accuracy of the job and/or
inventory record keeping.

= Many people find it easiest to use the scheduling person to perform this task since they are most
aware of the changes made to jobs. If that person is committed to updating the system they would
be a good candidate, if they are not then another person should perform this.

+ Separation of Duties- “the person touching or handling the asset does not control the computer”

@)

When/How should Pick Tickets work
= Most jobs are picked/pulled based on scheduling documents or Schedule Pro to prepare the job at
least 24 if not 48 hours in advance of installation.

= Material is not taken from the warehouse without a picking ticket issued for the job showing it can
be staged and released.

» |nstallers initial materials that are taken and initial materials brought back in on the picking ticket

» Pick Ticket is kept on hand until that portion of the job is completed in case needed to update
materials returned.

Advantages of Issuing Pick Tickets

Materials not ready are a MAJOR part of issuing a Picking Ticket or staging a job for installation.
» The person who releases the material also should be the one to follow up on materials that have
not arrived to ensure they are received and released from the computer when they do arrive.

Will Call or Vendor Pick Up has become a major issue for many companies in getting control over
who/what/how materials can be picked up.
= The number one issue with Will Call orders is the follow up to ensure paperwork and/or receiving
material into the system then releasing those lines is done. The person who issues a picking ticket is
also responsible for coordinating pick up at vendors, then following the process all the way through
until the lines reflect they have been “delivered” to the jobsite.
= TIP: Print 2 copies of Purchase Order from the order line without material costs.
1- Give to the installer to provide to the vendor as proof they are authorized to pick the
material up
2- .Keep on hand as an IOU or reminder that the installer needs to bring documentation back
and/or the vendor packing slip needs to be checked into the system
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Printing a Picking Ticket / Cut Ticket

Lines must be in Cut status to print a Picking Ticket. Start by fining the order and double click on it to open it

oL

Click the Adj 5tatus button bemen

Fronee o | B

St o [t ]

Wy dhmiwees (i | st ] e |0 ot B e [ [ b ] %

Line Group: HONE
| AdStns | sebspitlings |eeeContire | |
wisands I! Reserved -> Cut '_'WV'_'_" Select Reserve - Cut

Mene -> Gen PO — |
EBTYRUOGBRAR Tag the lines you wish to cut. Onby cut the lines that
v are being staged or prepared to leave the building.
[ [
_tik (P gk T
Al
L ey MONE o
b T

up.
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Save at the lower right to exit.
Sebnh L ke [0
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ill highlighted,

Click picking Ticket

Werify parameters are as
desired and click Print. Maote:
the Options should be s=t to
“Print Cut Lines Only"
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Picking Ticket Follow Up
A Picking Ticket is a CRITICAL step to ensure JOB COSTING is a ONE BUTTON procedure.
o How do we update/change things?:

» Picking Ticket kept in warehouse until the job has been completed so that material signed for by
installer can be documented it was returned and signed again by installer. This will ensure the
material brought back into inventory accurately reflects the style, color and other critical details
immediately upon return and reduces the chance of material being lost or mislabeled.

+ Picking Ticket document is the place any changes to the material will be recorded. This will be turned in
for updating by qualified personnel.
+ 80% of On Order lines that prevent job costing are related to Will Calls

+ 85% of Reserved lines that prevent job costing were result of material arriving after the initial picking ticket
was printed, a new picking ticket was not issued

Material Returned from Jobsite:

» Entire Job Not Ready:
Documented on Picking Ticket and material returned signed for by installer and warehouse.
Option 1

= The Line can easily be put back into stock by changing it from Delivered to Reserved
and should be done by an authorized person. (Line Order Changes should require
password to change Delivered Status...see system options)
Option 2
= Enter a Negative line to return material to inventory and enter a new line to reserve
material again. This will show material was shipped out and brought back on the
order

* Job Not Completed- Partially completed. Need to return to finish
Documented on Picking Ticket and material returned signed for by installer and warehouse.
Option 1
o Lines in Order Entry to be SPLIT for the amount left or brought back into the warehouse.

= Newly Split Lines should have statuses changed to RESERVE status for future shipment

o Line Notes and Internal Notes should reflect reason for partial completion and

explanation of what was accomplished for entire company for future reference.
Option 2

= Enter a NEGATIVE line to return material to inventory

o Re-enter a new line for the material that was installed.

= Change line to Cut and issue NEW picking ticket to reflect what was shipped out

= Re-Enter a new line for material that was brought back and RESERVE material for future
shipment

* Job Completed-Extra Material
Documented on Picking Ticket and material returned signed for by installer and warehouse.
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1. Authorized personnel only. Find the original record and adjust the amount coming back into
stock which has already been cut, delivered and/or job costed to the original order.

2. TRANSFER the excess amount entered in to another record so the value can be adjusted. A
NEW option exists that automatically generates a NEW record when the cost is changed

3. Update Sidemark and Location information

= Claim/Defects
o Material that is returned from jobsite that is defective should be treated exactly as above and
entered into CLAIMS MODULE as a job with:
Explanation of the situation on Pick Ticket/Work Order
Update original job (Re Order Material-Un Assign Material etc.)
Create Claim Invoice
Re-assign inventory to the newly created job in the claims module.
This material should be clearly marked with the original roll/item tag and stored in a
separate area of the warehouse for easy reference...

uhwWwNE

6. Inventory record should be clearly marked for A/P to put this invoice on HOLD if it
has not already been costed. If already costed a screen shot of that inventory record
should be given to A/P to pull the invoice and mark it HOLD.

APPENDIX

RFMS Smart Search in the Inventory Screens

RFMS has added the ability to search by typing in keywords and numbers in the Search field and hitting tab. This change makes it
easier to find only the information you want and need. Type in words, numbers, dates, etc. into the Search field to refine the search
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so what is needed is easier to find. The more information that you can type in the Search field the closer you can get to what you are
looking for. Below is a list of fields that the RFMS Smart Search looks at in the Inventory Module.

Inventory from Order Entry | Purchase Orders

Style PO Number
Color PO Line Number
Roll Number/Iltem Number Supplier
Supplier Style

A/P Invoice Number Color

PO Number Sidemark

Color Number Order Date

Style Number
Product Code

Item Inventory
Style

Color

ltem Number
Supplier

A/P Invoice Number
PO Number

System Reference Number
Sidemark
Comments

Serial Number
Product Code

Roll Inventory
Style

Color

Roll Number
Supplier

A/P Invoice Number
PO Number

System Reference Number
Sidemark
Comments

Color Number

Style Number
Product Code

RFMS Line Statuses
| Order Line

e None — No action taken

e Gen PO - Line selected for Purchase Order creation
e On Order — Materials ordered (Purchase Order created)

e Reserved — Materials received & assigned

e Cut — Materials staged for installation

e Delivered — Materials shipped to jobsite (Picking Ticket)

e Job Costed — Job is complete

PO Line

e To Be Ordered — PO created, but NOT confirmed with Supplier (i.e. Ordered By, Taken By, Promise

Date, Reference Number)

e Open— PO confirmed with Supplier and awaiting arrival

e Satisfied - Material received from Supplier

e Cancelled — PO and shipment of material cancelled
e Backordered — Material will be produced & shipped at a later date

Inventory Line
e Available — Material available to sell

e Reserved — Material being held for a specific customer
e On Order — PO created and waiting for arrival from Supplier

e Used — Material previously used for a job

Suggested Print Options

SEND TO SUPPLIER TO PLACE ORDER
1-SKU#
2-Notes
3-Line Total
4-Order Total
5-Req Dye Lot
6-Unit Cost
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7-Manuf SKU
WAREHOUSE RECEIVING COPY
1-Store Code
2-Bar code
3-Reference#
4-Print Notes
5-Req Dye Lot
6-Est Del Date
7-Serial# or ID
8- Manufacturer SKU
9-PO Cuts
INSTALLER — PICK UP AT SUPPLER
1-Reference#
2-Print Notes
3-Req Dye Lot
4-Serial# or ID
5- Manufacturer SKU

Purchase Order Standard Message-Examples

Below are examples of messages that can be selected when printing or attaching a purchase order to an email
to ensure the necessary information is received from the vendor.

THE FOLLOWING INFORMATION MUST BE FILLED IN FOR CONFIRMATION TO BE VALID:
Style/Color/QTY are correct (INITIALS)

VENDOR IS REPSONSIBLE TO VERIFY COST AS STATED.

Cost(s) listed above are CORRECT or pricing request has been forwarded or approval. Differences noted
above(INITIALS)
Vendor Ship Date
REF NUMBER
CONFIRMATION FAXBACK TO: 111-111-1111

MATERIAL AUTHORIZATION FOR PICK UP AT VENDORS LOCATION

PO MUST BE PRESENTED FOR MATERIAL TO BE RELEASED TO ANY PARTY

SIGNED PROOF OF DELIVERY WITH PO MUST BE FAXED BACKTO: 111-111-1111

If documents not returned this purchase is considered unauthorized and will not be processed for payment
according to previous agreement.

REORDER FOR CLAIM-REPLACEMENT MATERIAL
This material is being reordered for an authorized claim.

The original information is attached including the claim number, original material purchase information and

required reorder criteria.
TO PREVENT FURTHER DELAYS A VISUAL INSPECTION OF MATERIAL BY VENDOR IS REQUIRED
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Flow Charts

Centralized Purchasing (Auto PO)

Open Inventory

!

Click on File and
go to Purchase
Orders

Is this a Stock
PO or a Special
Order PO?

Go to the Stock
PO flowchart

Click on the Auto
PO button

s there STOCI
matches the
Line?

Highlight Line with
GREEN ROLL
next to it

v

Find matching
Style/Color/Qty in
Browse

v

Confirm in Same
Store Locaiton

v

Tag Desired Line
and Click DONE

v

Confirm the
Assignment to
Order Line Click
OK

Move
Inventory if
Not in Same
Store

—No

Auto PO Screen will no
longer show that line on
the Browse

Review Est
Del Date
for
Timeliness

4

TAG all lines that
will be ordered and

!

Click the DONE
button

.

Verify Special
Order as Type of
PO Numbers

Verify Sidemark is
has SHIP TO or
JOB ID checked
(depending on the

type of order)

4

Click OK

Yes

v

Click the double
yellow pencil

there more than
one line on the PO
to be ordered?

No

,

Click the single
Yellow pencil

No Emailed or

Faxed?

Call
Supplier Fill In:
Ordered By=Your Name
Taken By = FAX
Requested Ship Date
Promise Date= BLANK
Fill in Reference Number= TBD
Ordered By
Taken By
P csted Ship Print as PDF-
Date '
Promise Date < Aﬁachotg Email
Reference Number Brint 16 FAX
Program

Verify:
COST with

Confirmation
Received from

Order Desk

Click OK

Vendor (Email/Fax)

Update PO
Promise Date
Ref#
COST=what has
been confirmed

ts
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Generate Stock Purchase Order

Open Inventory

v

Click on File, and
select Purchase
Orders

N

Click on ADD or
Green “+” Key

A

Select STOCK
option

A

Enter Basic PO
Info
1) Date
2) Select Store
3) Select Product

Code
v

Go to Style/ltem
Name
Click on F8 key to
populate from
PRODUCTS

N

Select
PRODUCTS
button to open up
browse to select a
product record

N

Find product
desired using
search tabs

N

Select Click on
Hand Icon to
populate PO with
product record

v

Fill in Length or
QTY to be ordered

v

Populate Cost
Select from F8
button
*To Be Confirmed when

Order is placed

No

Emailed or
Faxed?

Call
Supplier
Verify:
COST with
Order Desk
Fill in
Ordered By
Taken By

Requested Ship Date
Promise Date
Reference Number

Yes

Fill In:

Ordered By=Your Name
Taken By = FAX
Requested Ship Date
Promise Date= BLANK,
Reference Number= TBD

A
Print as PDF-
Attach to Email
OR
Print to FAX
Program

N

Highlight Product

v

Highlight Color/
Desc

Confirmation Received
(Email/Fax)

Update PO
Promise Date
Ref#
COST=what has
been confirmed

All materials are the property of RFMS, Inc. and may not be reproduced without permission.
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Receive Material from BOL or Invoice

Click Receive
from Bill of 4¢—BOL
Lading

Click the Green

From INVENTORY
Click on File and
go to Receiving/

Costing

Are you
receiving from
aBOL or an
nvoice?

. Click Receive
Invoice——— :
from Invoice

Enter
1) Supplier name

Plus to add a line

Click the F8 button
to sel¥ct PO

v

Pick the PO’s
1) Find the PO
2) TAG the line(s)
to be received
3) Click on DONE

v

Verify and confirm against the
receiving document
1) Style/ltem Name
2) Color/Desc
3) Beginning Length or Qty

2) Invoice number
3) Terms
4) Freight*

* Freight can
be entered
from Invoice
or as a Factor

YES

IYES

or QTY Match?

Change QTY to
reflect document

Enter NEW info
1) Dye or Run Lot
2) Roll Number
3) Bin Location (if applicable)
4) Date Received

A

Continue
entering PO’s
until all
— material from
receiving
document is
entered

v

Click the Generate
Roll or Item Tag
button

v

Click OK

Is there more
material to be
received?

RECEIVE FROM INVOICE,

Click Done to
receive the

material from
BOL

Verify the
Invoice Total
matches the
Total listed
on the
Invoice

v

Click on A/P

v

Verify the
Projected
Discount and
Projected
Check
amounts

v

Verify the
Account
Codes and
Amounts
listed

Click OK to send
to AP

All materials are the property of RFMS, Inc. and may not be reproduced without permission.
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0 y
- Click on File and

Express Receive/Bar Code Receiving

Express Receiving Options

Open the
Inventory Module

Receive from Bar Code on
PO

go to Purchase
Orders

!

Type the PO# to
into PO# field

v

Highlight the
corresponding PO
Line

v

Select the Express
Receiving Icon

Verify:
Style/ltem Name
Color/Desc

Scan the PO Line
to be received

Express Receiving Screen

Run Lot

Bill of Lading
\

Date Received

I

Bin Location

Length/Qty

Generate Tag

A 4

Run Lot
Bill of Lading
\

Date Received

L

Bin Location

Length/Qty

Generate Tag

Enter # of Tags
Uncheck Selling Price

> Click OK

Bar Code -Workstation Screen

Bar Code- PDA Screen

Bill of Lading

Date Received

Bin Location

I

Run Lot

Length/Qty

A
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