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CHAPTER 1 About This Guide

Overview

Note: The rebranding for the latest version of this documentation set is in development as
part of post MICROS acquisition activities. References to former MICROS product
names may exist throughout this existing documentation set.

In addition to point-of-sale functionality, Store21® can be used to track store inventory. As
part of this capability, Store21 includes Shipping, Receiving, and Inventory Control functions
that are used to track and manage inventory.

Audience

This manual is intended for store personnel who perform shipping and receiving tasks, and
store managers who may be required to track inventory. This manual assumes that the
reader has some familiarity with computers and their use.

Assumptions

This manual assumes that Store21 is installed, configured properly, and running. This
manual also assumes that data has been populated in the database and the system has
connectivity to the central database server.

About This Manual

The following chapters are available in this manual:

e “Shipping Documents” on page 15 provides step-by-step procedures for managing
inventory shipments through Store21.

e "Receiving Documents” on page 43 describes the procedures required for managing
received inventory in Store21.

e “Inventory Control” on page 79 provides procedures required for controlling and
managing in-store inventory through Store21.

Additional Information

Store21 User Manual - Describes the procedures required to perform transaction entry,
tendering, and other miscellaneous functions performed by cashiers and store associates on
a day-to-day basis.

Store21 Manager's Guide - Describes the procedures required for performing the
manager-level functions available within Store21. These procedures include the maintenance
of Time and Attendance records, using the Electronic Journal, Scheduling, and many other
manager activities.

Overview 1
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Store21 Shipping, Receiving, and Inventory Manual - Describes the procedures
required to perform the closely-related functions of shipping, receiving, and inventory
control.

Store21 Technical Guide - This book provides a summary of all new features for the
software version and the new/modified/deleted configurable (code and code value)
definitions and settings. It includes modifications to the table structures, indexes, references,
views, triggers, etc. at the programmer and implementation personnel level.

Store21 File Interface Guide - This book is a data dictionary for the files that are
downloaded by Store21 systems and uploaded to corporate. The files used to process
updates to Store21 operating tables are described in this document. This document is
intended for programmers and implementation personnel.

Store21 TLog Interface Guide - This book is a data dictionary for the Transaction Log
(TLog) files that are created by Store21 systems and uploaded to corporate. The Transaction
Log contains information describing all the transactions performed by a Store21 system. This
document is intended for programmers and implementation personnel.

2 Overview
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CHAPTER 2 Screen Conventions

Overview

This section focuses on learning your way around Store21. You will learn about the types of
screen conventions used to initiate Store21 features:

e  Function Buttons

e Focus Bar

e Message Box

e List Box

e Search Form

e Data Entry Box

e Alert Message

e System Information Prompt
e Touch Screen Menu

Provided in this section are brief descriptions and examples of the conventions. Once you are
familiar with them, you will have a good understanding of how to use Store21.

Overview 3
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Function Buttons

Function Buttons indicate which keyboard function keys to press to initiate actions. The
Function Names list the available actions. The function names and the function buttons
display along the bottom of the screen. It is important to point out that the description and
functionality of the buttons change depending on the process.

Employee Selection | | |

Employees Clocked In LastSale
B Transaction 1D:
Customer:
Sale Amount:
Tender Amount:
Change:

S et UL B eS PEE £ DA
Register Message

Function
Buttons
/ Employse ID for Register
_ =» Enter Employee ID
Function :
Name ) \E§I| F1 ! F2 I F3 I F4 l I F5 I FBI FTI F8] I F9]F10] F11IF12I
Clock Change Price Menu
Iniome Passwrd Verify
Register 1 | Northpark | 5/16/2006 5:20 pm

Figure 2-1: Function Button Example

e Function Buttons — initiate the action and indicate which keyboard function key to
press. Also referred to as Function Keys

. Function Names — lists the available Store21 actions

4 Function Buttons
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Focus Bar

The focus bar is the main communication area on the screen. Located just above the function
buttons, the focus bar contains a Message Area and a Text Box.

Message Area — prompts the user for information on the focus bar.

Text Box — provides a location on the focus bar to enter information. By following
the instructions in the message area, you enter clock-in, log-in, or transactional
information.

Message Area Ployee L Tor e 100 Text Box

= = pDiovee IU

Figure 2-2: Focus Bar Enter Employee ID

The focus bar uses colors to indicate the specific function. The color of the focus bar helps
associates quickly identify the proper transaction type, helping to reduce transaction errors:

Purple — change password, layaways

Teal — tender entry

Yellow — clock-in information

Medium Blue — sales items

Red — return merchandise

Dark Blue — send sales, log-in information
Dark Green — distributed orders

Gray — edit mode

Note:

Individual customers may change the color of the focus bars. The examples shown
are taken from the Base version of the Store21 software.

Using the Focus Bar

In the example that follows, the Message Area prompts for an Employee ID and password.
The [ENTER] key is normally used to accept information entered into the focus bar.

1. At the Employee Selection screen, the focus bar prompts for an Employee ID.

_ Employee ID for Register )

Figure 2-3: Focus Bar Enter Employee ID

Focus Bar
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2. Key in the Employee ID then press [ENTER]. The focus bar prompts for a password.

Employee ID for Register

43— Enter Password

Figure 2-4: Focus Bar Enter Password

3. Key in the password then press [ENTER]. Store21 opens the sales screen and displays
the Associates Credited with Sale window.

Register | Martha Manager (100) |
# Type ItemID Description Qty Price Tax

Amount Due

Mgr Associates

W 9000 Johnson, Joe
W 100 Manager, Martha
m 3 Anderson, Lynn
m 107 Berry, Chuck

Associates Credited with Sale

1
2)

Page
Up

Cancel Page [k Next Assoc
Down Current
Emp

Item Count 0

Sale $0.00 otal $0.00

Figure 2-5: Sales Screen and Associates Credited Window

6 Focus Bar



Store21® 4.71 Shipping, Receiving, and Inventory Manual

Message Box

A Message Box requests confirmation or cancellation of an action. A Message Box appears
automatically when you initiate a task that requires confirmation. The Message Box contains:

e Message Area — contains the confirmation request
e Function Buttons — initiate the action and indicate which keyboard key to press

e Response Option(s) — lists the available answers

Function |
Press Y to Clock IN for
Message Area NEW task OR
N to Clock OIT. RESponse |

| v~

Yes No

Figure 2-6: Message Box Example

Using a Message Box

In this example, the Message Box requests an employee’s clock-in confirmation.

1. At the Employee Selection screen, press [F2]. The focus bar prompts for an Employee
ID.

Employee ID for Clock In/Qut
= Enter Employee ID |)

Figure 2-7: Focus Bar Clock-in/out

2. Key in the appropriate Employee ID, then press [ENTER]. The focus bar then prompts
for a password.

Employee ID for Clock In/QOut
4= Enter Password )

Figure 2-8: Focus Bar Clock-in/out Password

3. Key in the appropriate password, then press [ENTER]. The Message Box will display this
confirmation request.

Press Y to Clock IN for
NEW task OR

N to Clock OUT.

5

Yes No

Figure 2-9: Message Box Clock-In/Out

4. Press [Y], Yes, to confirm the clock in. The Type of Hours list box displays.

Message Box 7
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List Box

A List Box is an itemized selection box that automatically appears when you must select a
parameter. It will also appear when you press a look-up key, such as [F2]. The list box
contains:

e Selection Description — explains what you are selecting
e List of Selections — itemizes the available choices
¢ Function Buttons — initiate the action and indicate which keyboard key to press

¢ Function Names— identify the available actions

Note: Contents of List Boxes are determined by the home office.

MENU140
Please Select Type of Hours to Log Selection

Seling Time Description
Stock Room
Paper Work
Lunch

Sick
Vacation

List of
Selections

Function Button

Function Name

Cancel Highlight Choice To Select

Figure 2-10: List Box Example

Using a List Box

The example that follows completes the clock-in procedure from “Using a Message Box"” on
page 7.

1. In the Type of Hours list box, highlight the appropriate hour type shown above.

Note: Throughout this text, the word “highlight” means to press the up/down or right/left
arrow keys on the keyboard to select the appropriate option in a list box.

2. Press [ENTER]. The clock-in information displays on the Employee Selection screen.

Employee Selection |

Employees Clocked In

Manager, Martha B:30 prn Selling Time

Figure 2-11: Employee Selection Screen Showing Employees Clocked In

8 List Box
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Search Form

In a Search Form, you enter parameters, or criteria, to initiate a database search; it
automatically appears when the system requires specific information from you. The Search
Form contains:

e Search Description — identifies the category of your search

e Search Parameters — shows the options available to initiate a search

e Search Fields — provide data-entry areas

¢ Function Buttons —indicate which keyboard key to press and initiates the action

¢ Function Names — identify the available search actions

Note: Search Boxes and the available search parameters are configurable by the home

office.
e
- Customer Search Search
- - Description
Customer ID: -
Last Name: .
_as @ Search Fields
First Name:
City:
Postal Code: Function
Search c Buttons
Parameters
g Function
E MEEE EBE ‘ Names
Cancel Help Empl Add Cust Clear ListAll Execute

Search Sale Search Search

Figure 2-12: Search Form Example

Search Commands

The search commands common to all types of Search Forms include:
e [F1], Help — displays a help message, if available
e [F6], Clear Search — removes all parameters from the search form
e [F7], List All — lists all, when available
e [F8], Execute Search — initiates the search

e Other search-type specific commands will show as applicable

NOTES:

e To initiate a search, you need only the first few letters or numbers in the
appropriate search parameter(s).

Search Form 9
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e If you do not know the first letter or number, enter a percent sign (%) before
the characters you do know. For example, if you key in “%john” into the
Customer Name field, the search result will be names with the letters “john” in
them, such as Johns, Johnson, Little john, etc.

e The more parameters you enter, the narrower the search.

e If there is not a match to one of the parameters, the system uses the remaining
parameters to conduct a broader search.

e If the system cannot find any matches, a message appears.

Using Search Boxes

The example that follows reflects using the Customer Search Form.

1. In the Last Name and/or First Name field, key in the customer’s name.

[
Q Customer Search a

Customer ID:

Last Name:

First Name:
City:
Postal Code:

Phone Number:

[ecfl Ffrafesfraffiesfrsfer]rs]

Cancel Help Empl Add Cust Clear ListAll Execute
Search Sale Search Search

Figure 2-13: Search Form Example

Note: Press [ENTER] to move between the fields.

2. Press [F8], Execute Search. A list of customers displays who meet your parameters.

10 Search Form
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Data Entry Box

The Data Entry Box is an information input form. This form requires specific information
about the initiated activity. Data Entry Boxes contain:

e Selection Description — defines the type of information
e Information Field — provides entry locations for the required information
¢ Function Buttons — initiate the action and indicate which keyboard key to press

¢ Function Names — identify the available actions

Selection ] Tax Exempt Customer Information

L _ Information
Description * Transaction:[39918 / o
* Customer Name:|Findley [Rebecca []

* Address:|123 Main St

* City:|Solon * State:

A\

| *Zip Code:fa4121
* Reason:| |
Function |~ *Tax Bemptd|
Buttons *Requea Ty 1 Function
\M\Em] ‘ le ‘ F8] ‘ Enter “]‘/ Names
Cancel Save To move to ne
Tax item

Figure 2-14: Data Entry Box Example

Using a Data Entry Box

The example that follows is part of a tax-exempt sales transaction.

1. At the Tender list box, press [F6], Change Tax. The system displays the Tax Exempt
Customer Information box.

Tax Exempt Customer Information

* Transaction:|39918

* Customer Name:|FindIey |Rebecca |
* Address:[123 Main St

|
= City-[Solon = State offl | = Zip Code [44121

* Reason:| |

* Tax Exempt #:

*Required Field

Esc| 'F2||F8| | Enter |

Cancel Save To move to next
Tax item

Figure 2-15: Tax Exempt Customer Information
Red text in the description field indicates that the field requires input prior to saving the
data.

2. Key in the required information, then press [F8], Save, to save the data. The
transaction is now tax exempt.

Data Entry Box 11



Chapter 2: Screen Conventions Store21® 4.71

Alerts

System Alerts are visual icons generated by the system to notify managers and sales
associates of activities that require attention. The Alerts are highly configurable and combine
color, text, and icons to indicate the level of priority of the Alert. There can be up to three
different priority levels, and the levels display from left to right beginning with the highest
priority.

£
Erployee SeTectol,— TS 5

EMPLOYEES CLOCKED IN LAST SALE ||
Figure 2-16: Alert Example

1. Alerts display when the system detects that there is an activity or transaction that needs
the attention of a store associate.

2. Once an Alert is indicated on the item screen, an associate can display the Action Items
shown below by pressing [F9], Alerts.

| Escl F1JF2] F3 | F4 I F5 )] F6 § F7 ‘8 l F9 F‘) F11§F12
Emp Help  Flash Manager Task Pr¥ Alerts / Register
Select Sales Menu  Maint Vert

Figure 2-17: Alerts Function Button

Note: The ability to react to an Alert will depend upon the store associate’s position and
assigned security level. For example, if a sales associate is not authorized to
process an order from another store, he/she will not be able to respond to the Alert
that indicates a new order request is waiting.

Please Select Type of Hours to Log

Selling Time
Stock Room
Paper Work
Lunch

Sick
Vacation

Cancel Highlight Choice To Select

Figure 2-18: Alert Action Items

12 Alerts
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System Information Prompts

Throughout Menu21 and Store21, the system will display prompts to indicate the system is
processing a request or transaction.

The following prompt displays during a customer search.

Figure 2-19: Please Wait Window

It is important to wait for the system to re-prompt for the next step.

During the tender process, the system will prompt you to remove and insert Gift Certificates,
Checks, Travelers Checks, and other tenders, depending upon the tender selected. Wait and
read each prompt carefully to ensure that the correct tender is franked with the correct

information.

System Information Prompts 13
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Touch Screen Functionality

Touch screen Functionality in Store21 is a configurable option. The touch screen shows the
keyboard, number pad and function keys on the screen. Throughout the system, touch the
spot on the monitor where the function key or function name displays. The functionality of
the Store21 register system remains the same. In addition to touching the monitor, you can
select the appropriate functions by using a mouse to point to a selection and clicking the left
mouse button. Figure 2-20 is an example of the touch screen.

The F-key functionality of the keyboard has been incorporated into the function buttons along
the right side of the screen monitor.

Note: The Touch screen functionality requires the use of a monitor set to 1024 x 768

resolution.
Employee Selection | | 6/11/2006 6:45 pm &B
- - : Goto Menu21
Employees Clocked In Last Sale ofo Hend
Manager, Martha £:30 prn Selling Time i Transaction ID:
Salf“':“:’;‘l‘;; Help Clock Infout Function
Tender Amount: Ke S
Change: o » y
Register Message o4 | Passwrd A/
Price Verify
Touch 7 Employee ID for Register | EREEEEEEEEEEE
Menu
Keyboard = Enter Employee ID _ Number
N
\w E| R | T | Y |uU I ol r || 12|33 / Pad
A S D F G H J K L CE |PGUP 4 5 6
TAB Z X € v B N M . 5 PG DN 7 8 9
Spec. Version
ESC | Keys |CAPS| / SPACE BAR o | 3 6 4 0 ENTER

Figure 2-20: Employee Selection Screen with Touch Screen Enabled

14 Touch Screen Functionality
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CHAPTER 3 Shipping Documents

Overview

A shipping document initiates a transfer of goods out of the store either to a customer, a
vendor, or another store. The shipping documents can be created at the store, at the home
office and downloaded to the store, or system-generated by the Damage Disposition
function. You can view, add, and edit shipping documents at the Shipping screen.

The following shipping topics are explained in this chapter:
e Access the Shipping Document Screen

e Add a Shipping Document

e Locate an Existing Shipping Document

e Edit a Shipping Document

e Delete a Shipping Document

e View Closed Shipping Documents

e  Print Pick Lists

Access the Shipping Document Screen

1. From either the Employee Selection screen or the Register screen, press [F12], Menu,
to access the back office, Top of Menu.

Register | 1 New Tasks-Go to BackOffice 1]
# Type Item ID Description Qty Price Tax Amount Due

Employee Selection | |

Last Sale

Transaction ID:
C

Employees Clocked In '

WManager, Martha 5:30 pm Selling Time

Te

Register Message 46 |

Item Count 0

Sale $0.00 Tax $0.00 Total $0.00

Sale Press Enter to tender
[ Scan or Key Item -

= ployee 1D
.IF1]F2|F3]F4l|F5]F6]F7]F8]|F9IF10I 1§ F12 .IF1IFZIF3]F4IIF5] FSIFTIFSI
R e — Ty (2 e S G Jlem - Cust Reslg
Register 1 I Northpark 6/11/2006_6:31 pm ‘N ry Md sl

Figure 3-1: Employee Selection Screen (left) - Register Screen (right)

2. Store21 prompts for the employee ID and password.

Overview 15
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IF... THEN...

accessing [F12], Menu, from the a. The color of the focus bar changes to

Employee Selection screen blue and prompts for the Employee ID.
Employee ID for Menu 100

[EZEnter Employee ID

Figure 3-2: Focus Bar Prompt for Employee ID
b. Enter your Employee ID and press

[ENTER]. The focus bar prompts for
the Password.

Employee ID for Menu
9= Enter Password

Figure 3-3: Focus Bar Prompt for Password

c. Enter your password and press

[ENTER].
accessing [F12], Menu, from the a. The System Security input form
Register screen displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

ool Enter |

Cancel Continue

Figure 3-4: System Security Input

b. Key in your Employee ID and Password
and press [ENTER].

16 Access the Shipping Document Screen
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The Top of Menu displays.
. Top of Menu

Customer Information...

Electronic Journal
Employee Information...
Intranet Browser

Inventory Control...

Layaway Maintenance
Opening Screen

Employee  Highlight To Select
Selection Choice

Figure 3-5: Inventory Control - Top of Menu

3. Highlight Inventory Control and press [ENTER]. The Inventory Control menu displays.

Top of Menu |
Inventory Control...

ltem Inquiry

Layaway Inventory Audit Report
Receiving

Location Summary Report
Shipping

Inventory Adjustment Screen

Damage Disposition Maintenance

Back 1 Highlight To Select
Menu Choice

Figure 3-6: Inventory Control Menu

4. Highlight Shipping and press [ENTER]. The Shipping screen displays with the Shipping
Document Search form.

Shipping |0eh

lb/? Shipping Document Search a

Shipping Document ID:

Document Type:

Document Status:

el F ]2l esfraffiesfrsfer | e

Cancel Help  Lookup Pick Add Clear ListAl Execute
Search Lists Search Search

Figure 3-7: Shipping Screen with Search Form

Use the search form to locate an existing shipping document (See “Locate an Existing
Shipping Document” on page 24) or to add a new one (See "Add a Shipping Document”
on page 18).

Access the Shipping Document Screen 17
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Add a Shipping Document

See also: “Access the Shipping Document Screen” on page 15
1. Navigate to the Shipping screen with the Shipping Document Search form.

f? Shipping Document Search a

Shipping Document ID:

Document Type:

Document Status:

o 1] ro] e raffirsfre] r] s

Cancel Help Lookup Pick Add Clear ListAll Execute
Search Lists. Search Search

Figure 3-8: Shipping Document Search Form

2. Press [F5], Add. The Shipping Data Entry form displays with the cursor in the Document
Type field. Complete the document:

* Document Type : | | @
Document Id : | (c_:)

Document Date : IW@
Store Number : m
“shipTo:[ (O
Ship Via: | ()

Shipper Tracking Id : | @
Date Shipped : 06/2412006 )
Shipping Instructions : | (j_)

* Required Field

Figure 3-9: Shipping Document Data Entry Form
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a. With the cursor in the Document Type field, press [F2], Lookup, to display the
Document Type list.

Document Type lookup.

Return To Yendor
To Store
Warehouse

Cancel Highlight Choice To Select

Figure 3-10: Shipping Document Type List

Note: Document Types are determined by the home office.

b. Highlight the appropriate document type and press [ENTER]. The document type
appears in the Document Type field on the Shipping Data Entry form (Figure 3-9).

c. The Document ID may be configured to be automatically generated, or require you
to enter the ID.

e If you cannot use the [ENTER] button to place the cursor in the Document ID
field, the system automatically assigns an ID to the document (Figure 3-9).

e If you can use the [ENTER] button to place the cursor in the Document ID field,
you must enter the Document ID to assign to the document.

d. The Document Date field defaults to the system date. Edit the date, if necessary,
pressing [ENTER] when finished.

e. The Store Number field defaults to the number of the store that is generating the
shipping document (Figure 3-9). This field cannot be edited.
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f. Key in the Ship To information, or press [F2], Lookup, to display the Ship To list.

Speedway
Eastland Mall O
DATAVANTAGE
Yalley Plaza
Wiestminster Mall
Cumberland
Lindale

Towin East TX
Southiyck

Cancel Highlight Choice To Select

Figure 3-11: Shipping Document Ship To List

To use the Ship To Lookup window, highlight the appropriate location then press
[ENTER]. The Ship To location appears in the Shipping Data Entry form
(Figure 3-9).

Note: Ship To locations are determined by the home office.

g. Key in the Ship Via information.

h. Key in the Shipper Tracking ID information, pressing [ENTER] to move to the next
field (Figure 3-9).

i. The Date Shipped field defaults to the system date. Edit the date, if necessary,
pressing [ENTER] when finished.

j- Key in Shipping Instructions, if applicable (Figure 3-9).

3. Once you add items to a new shipping document, the document is considered “In
Process.” You can view and edit the document as often as needed until System Close. At
closing, all *In Process” documents are uploaded, or sent, to the corporate office. Their
status changes from “In Process” to “Closed.”
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4. Press [F8], Save, to save the data. The shipping document displays, and the focus bar
prompts for the first item to ship.

Shipping | Martha Manager (100} |18 =
\New\ Document 1D \ D Date | Ship To \ Type \ Status
v [ Tsootiooozo | 624105 | 10 | To Store |
New Item Number Item Description Serial No. Qty To em Oty
Ship Price  Shipped
o “Totals - o
Enter [tem:
-
£ Scan or Key Item
|Esc|| F1 I F2I F3I F4 || 5| rs | r7 | F8]| F9 IF10IF11IF12|
Cancel Help ftem Import Reuvister
Shipping Search Shipment

Figure 3-12: Shipping Document Maintenance Screen

5. Scan or key the first item number and press [ENTER]. The focus bar prompts for the
quantity or another item.

211 Silk Tie Qty: 1
T Enter Quantity or Item _

Figure 3-13: Shipping Document Focus Bar

Note: If you do not know the item number, press [F9], Item Search.
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6. Scan or key the next item number and press [ENTER]. The focus bar prompts for the
quantity or another item. Continue keying in items and quantities until all items are

entered.
Shipping | Martha Manager {100) |18 =4
[New] DocumentlD | DocumentDate |  Ship To [ Type ] Status
v | TS001100020 | B/24/06 [ [ To Store |
New ltem Number ltem Description Serial No. Qty To ltem Qty
Ship Price  Shipped

Y 212 MY Botany  Suit 0 $249.95 1

Y 220 Geoffry Beane Suit ] $175.00 1

Y 200 YRMD BLAZER 0 $100.00 4
0 -Totals - 7

Enter Item:

t Scan or Key Item

F1

Esc F2

F3

El

F5

F6

rr [ rs)

F9 § F10§ F11

F12

Cancel
Shipping

Help

Edit Save
ftemDoc  &Exit

Item
Search

Import Register
Shipment

Figure 3-14: Shipping Maintenance Screen

Notes:

e The first item appears on the screen after the quantity or the next item is

entered.

e If you enter another item number, rather than the quantity, the Qty Shipped
defaults to “1” for the previous item.

e If you enter the same item number more than once, the system adds the new
quantity to the Qty Shipped for that item; it does not add an additional line

item.

7. When the document is complete, press [F8], Save & Exit, to save the information. A

confirmation prompt appears.

Save Changes?

v v

Yes

No

Figure 3-15: Save Changes Confirmation Prompt
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8. Press [Y], Yes, to save the changes. The Shipping Document Status changes from ‘New’
to ‘'In Process’. A prompt appears asking if you want to print the packing list.

Do you want to print the
Packing Lists?

v v

Yes N []

Figure 3-16: Print Pack List Prompt

9. Press [Y], Yes, or [N], No. The system returns to the Shipping Document search form
(Figure 3-7).

10. Press [ESC] to return to the Shipping menu, or [F12], Register, to return to the
Register screen.
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Locate an Existing Shipping Document

An existing shipping document was either previously created at the store or it is a newly-
created corporate document. Corporate documents are defined as being either downloaded
from the home office (ex: Store-To-Store Transfer) or are automatically generated by
Store21 (i.e. Damage Dispositions).

See also: “Access the Shipping Document Screen” on page 15
1. Navigate to the Shipping screen with the Shipping Document Search form.

Shipping ] |0eh

I'? Shipping Document Search a

Shipping Document ID:
Document Type:
Document Status:

eofff 1 f o e fraffes e f e | vs]

Cancel Help  Lookup Pick Add Clear ListAll Execute
Search Lists Search Search

Figure 3-17: Shipping Document Search Form

e If you know the Document ID, Document Type, or Document Status of the Shipping
Document, continue with step 2.

e If you do not know the Document ID, Document Type, or Document Status of the
Shipping Document, continue with step 8.

2. To narrow your shipping document search, position the cursor in the Document Type or
the Document Status field of the Shipping Document Search form and press [F2],
Lookup. Select values for one or both of these fields.

Document Type lookup.

Return T dor
To Store
Warehouse

Cancel Highlight Choice To Select

Figure 3-18: Shipping Document Type List

3. Highlight the appropriate Document Type and press [ENTER].

The selected type appears in the Document Type field in the Shipping Document Search
form.
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4. Put the cursor in the Document Status field and press [F2]. The Document Status list
displays.

Document Status lookup.

Closed
In Process
Partial Shipments

Cancel  Highlight Choice To Select

Figure 3-19: Shipping Document Status List

5. Highlight the appropriate document status and press [ENTER].

6. The document status appears in the Document Status field on the Shipping Document
Search form.

k? Shipping Document Search a

Shipping Document ID:

Document Type:

Document Status:

cfl e e frsfrefiesfrof ] ea]

Cancel Help Pick Add Clear ListAll Execute
Search Lists Search Search

Figure 3-20: Shipping Document Search Form with Values
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7. Press [F8], Execute Search when all search criteria have been entered. The Shipping
Document list displays. Continue with step 9.

SEARCH1YO

Select Document From List

Document Date DocumentID  Ship To Status Store Created
EA0/08 ETv01100003 16945 Feturn To Yendor
147408 RT01100004 Return To Yendor
11,08 RT01100006 Feturn To Yendor InFrocess
111408 RTY01100007 Return To Yendor
110408 RETvO1100008 Feturn To Yendor
8/z24/08 RTY01100016 Return To Yendor InFrocess
Fanfna RETv403 Feturn To Yendor
A70e RTwh55 Return To Yendor
8/,/08 RTvLAZDD Feturn To Yendor
81,08 RTWRS Return To Yendor

Cancel Highlight Choice To Select

= B=

Z ZZ £ X L=

Figure 3-21: Shipping Document List

8. If you do not have search criteria for the Shipping Document, press [F7], List All, to list
all the documents.

Select Document From List

Document Date DocumentID  Ship To Store Created
5/ RT01100003 15345 Fieturn To Yendo

1/7/08 RETv01100004 Feturn To Yendor

11,408 RTY0110000R Return To Yendor InProcess
111408 RETvO1100007 Feturn To Yendor

110408 RTY01100008 Return To Yendor

8/24/08 RTVO1100016 Feturn To Yendor InFrocess

730408 RTw403 Return To Yendor
2708 RETwEER Feturn To Yendor
81,408 RTWLAZ0D Return To Yendor
8,08 ETVRS Feturn To Yendor

Z £ Z £ L £ Z

Cancel Highlight Choice To Select

Figure 3-22: Shipping Document List

Note: Shipping documents that are created at the store are identified in the Store Created
column with a ‘Y. Documents that are system-generated or downloaded from the
corporate office are identified with a ‘N’ in the Store Created column.
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9. Highlight the appropriate document and press [ENTER]. The selected Shipping

Document displays.

Shipping Martha Manager {100) 118 =
\New\ D 1D | D Date \ Ship To | Type | Status
| rTvot1o0003 | B/24/06 | 15846 | Return To Vendor |
New ltem Number Item Description Serial No_ Oty To Item Oty
Ship Price  Shipped
¥ 201 MY Oscar Blazer 1 $49 50
¥ 209 WHT Cardin Drss Shirt 1 $16.50
Y 2158 Claredan Shirt PNK 1 $19.50
3 “Totals - 0

Enter Item:

t Scan or Key Item

Ell 22 B 3B D E S R R R

Cancel Help
Shipping

Edit Save tem Import Register
temDoc &Exit Search Shipment

Figure 3-23: Shipping Document Maintenance Screen

Access the Shipping Document Screen

27



Chapter 3: Shipping Documents Store21® 4.71

Edit a Shipping Document

With the Shipping Document in edit mode, you can change the quantity, the Item ID, the
Ship To vendor number, add or delete an item from the document. Edit shipping documents
that have the Shipping Document Status ‘'In Process’ as often as needed until the Closing
process is initiated for the day. At Closing, all ‘In Process’ documents are uploaded to the
corporate office during the polling process. The Shipping Document Status then changes
from ‘In Process’ to ‘Closed’.

See also: “Locate an Existing Shipping Document” on page 24.
1. Locate the Shipping Document to be edited.

Shipping | Martha Manager {100} 118 =4
\New\ Document ID | Document Date \ Ship To | Type | Status
[ rTvoi100003 | B/24/06 | 15345 | Return To Vendor |
New ltem Number Item Description Serial No_ Oty To Item Oty
Ship Price  Shipped
¥ 2m N Oscar Blazer 1 $49.50
¥ 209 WHT Cardin Drss Shirt 1 $16.50
Y 2158 Claredon Shirt PNK 1 $19.60
3 “Totals - 0
Enter Item:
-
f Scan or Key Item
|E9c|| 2 B3 E D E R B R
Cancel Help Edit  Save tem Import Register
Shipping ftemDoc  &Exit Search Shipment

Figure 3-24: Shipping Document

2. Press [F7], Edit Item/Doc, to put the document in edit mode. The edit mode displays
new functions.

Edit

ﬂ,‘: Change Quantities/Highlight to Delete

E“ Filr2 | rs]ra]|rs|rs ] rr | rs ]| ro|riofri1]Fi2}

Exit Edit Help Find Item Change Delete Delete Exit Edit Register
Doc Doc ltem

Figure 3-25: Shipping Document Edit Mode Function Buttons

To return to item-entry mode, press [F7] again.
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Edit Item Quantities

1. With the shipping document displayed in edit mode, highlight the appropriate item to
edit. Because the quantity of items is the only attribute that can be edited within this
screen, the cursor appears in the Quantity Shipped column.

Shipping | Martha Manager (100} |18 =

[New|[ DocumentlD [ DocumentDate | ShipTo | Type [ Status

¥ | TSoO1100020 | 8/24/05 \ 10 | To Store | N
New ltem Number  lem Description Serial No. Qty To Ilem

Ship Price Shlpped

Y 212 MY Botany Suit 524995
Y 220 Geoffry Beane Suit $175.00
N 200 YRND BLAZER §100.00 j

Figure 3-26: Shipping Document Edit Mode

2. Key in the correct quantity. Select and change the quantity of other line items, if
necessary. Press [F7], Exit Edit, to return to item-entry mode. The revised quantities
appear on the screen.

Shipping | Martha Manager {100} |18 =
[New[ DocumentiD | DocumentDate | Ship To [ Type [ Status
¥ o[ TS001100020 | 8/24/05 \ 10 [ To Store [
New  ltem Number ltem Description Serial No. Qty To ltem Qty
Ship Price [Shipped
Y 212 MY Baotany Suit 0 $249.95 1
Y 220 Geoffry Beane Suit 0 $175.00 1 /
Y 200 YRND BLAZER 0 $100.00 j

Figure 3-27: Shipping Document - Revised Quantity Shipped

3. Press [F8], Save. A Save Changes prompt appears.

Save Changes?

Yes

Figure 3-28: Save Changes Confirmation Prompt
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4. Press [Y], Yes, to save the changes. The Shipping Document Status changes from ‘New’
to ‘In Process’. A prompt asks if you want to print the packing list.

Do you want to print the
Packing Lists?

v N

Yes No

Figure 3-29: Print Pack List Confirmation Prompt

5. Press [Y], Yes, or [N], No. The system returns to the Shipping Document Search form
(Figure 3-17).

6. Press [ESC] to return to the Shipping menu, or [F12], Register, to return to the
Register screen.

Edit Other Document Information
1. With the document displayed in edit mode, press [F3], Change Doc.

Edit

‘-’g": Change Quantities/Highlight to Delete

1 E BB = E R E R R R R EE

Exit Edit Help Find Item Change Delete Delete Exit Edit Register
Doc Doc Item

Figure 3-30: Shipping Document Edit Mode Function Buttons

2. The Shipping Document data entry form displays for the active document.

* Document Type : 330 |Return To Vendor
Document Id : |RTV01 100003

Document Date : [05/10/2006
Store Number: 110

* Ship To : [15945
Ship Via “|UPS
Shipper Tracking Id : |54871 24754878

Date Shipped : [07/10/2006

Shipping Instructians : |

* Required Field

Figure 3-31: Shipping Document Data Entry Form

3. Key in the appropriate corrections, pressing [ENTER] to move between the fields.
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e When the cursor is in the Document Type or Ship To field, press [F2], Lookup, to
open a selection list of possible values for the field.

e The Document ID and Store Number fields cannot be edited.
4. Press [F8], Save, to save the change.
5. Press [F7], Exit Edit, to exit the edit mode.

6. Press [F8], Save & Exit, to save the changes and exit the document. A prompt
appears, asking if you want to print the packing list.

Do you want to print the
Packing Lists?

v~

Yes No

Figure 3-32: Print Pack List Confirmation Prompt
7. Press [Y], Yes, or [N], No. The system returns to the Shipping Document Search form
(Figure 3-17).

8. Press [ESC] to return to the Shipping menu, or [F12], Register, to return to the
Register screen.
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Add Items

Add items to Shipping Documents that are created at the store and have a status of
‘In Process’. The home office may also allow items to be added to some corporate
documents, such as system-generated shipping documents.

1. Locate the Shipping Document to be edited.

Shipping | Martha Manager (100} 118 =
\New\ D 1D | D Date \ Ship To | Type | Status
| rTvot1o0003 | B/24/06 | 15846 | Return To Vendor |
New ltem Number Item Description Serial No_ Qty To Item Oty

Ship Price  Shipped

¥ 2m NWY Oscar Blazer 1 $49 50
¥ 209 WHT Cardin Drss Shirt 1 $16.50
Y 2158 Claredan Shirt PNK 1 $19.50

3 “Totals - 0

Enter Item:
t Scan or Key Item
|Esc|| F1I FZI F3I F4I| F5I FGI FTI F8|| F9IF1OIF11IF12|

Cancel Help Edit Save tem Import Register
Shipping temDoc &Exit Search Shipment

Figure 3-33: Shipping Document

Note: The home office determines whether or not items can be added to downloaded
shipping documents.

2. Scan or key the item number and press [ENTER].

3. Store21 validates the item number, compares the item to the document, and if the item
cannot be added to the shipping document, displays an error message.

You may not add an
item to this document.

Iltem not found on
document.

To Continue

Figure 3-34: Shipping Document - Error Message

4. If the item can be added to the shipping document, the focus bar prompts for the
quantity or another item.

5. Press [F8], Save & Exit, to save the changes.
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Delete I1tems

Delete items from Shipping Documents that are entered at the store and that have a status
of ‘In Process’. You cannot delete items that are part of a document created by the home

office.

1. With the shipping document displayed in edit mode, highlight the appropriate item to

edit. Press [F6], Delete Item.
Edit

fg": Change Quantities/Highlight to Delete

B E R E = E R E R R R R R

Exit Edit Help Find ltem Change Delete Delete Exit Edit

Doc Doc ltem

Register

Figure 3-35: Shipping Document Edit Mode Function Buttons

A confirmation prompt displays.

A 220

Are you sure you want to
DELETE this record?

i 0

Yes No

Edit

ShippingfTransferring | Martha Manager (100) |18 =
[New] DocumentlD | DocumentDate | Ship To [ Type ] Status
¥ | Tsootoooz0 | 5/24/02 | 10 [ To Store |
New Item Number Item Description Serial No. Qty To em Oty
Ship Price  Shipped
Y 212 WYY Botany Suit 0 $249.95 1

§175.00
$100.00

1# Change Quantities/Highlight to Delete

Figure 3-36: Shipping Document Edit Mode

2. Press [Y], Yes. The line item is deleted from the document.

3. Select and delete other line items, if necessary.

4. Press [F7], Exit Edit, to return to item-entry mode.

1

Edit a Shipping Document
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5. Press [F8], Save & Exit, to save the revised document and exit the Shipping
Maintenance screen. A confirmation prompt displays.

Save Changes?

v )~

Yes No

Figure 3-37: Save Changes Confirmation Prompt

6. Press [Y], Yes. A prompt asks if you want to print the packing list to the report printer.

Do you want to print the
Packing Lists?

v N

Yes No

Figure 3-38: Print Pack List Confirmation Prompt
7. Press [Y], Yes, or [N], No. The system returns to the Shipping Document Search form
(Figure 3-17).

8. Press [ESC] to return to the Shipping menu, or [F12], Register, to return to the
Register screen.
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Find Items in a Long Shipping List
1. With the Shipping Document in edit mode, press [F2], Find Item.

Edit

f Change Quantities/Highlight to Delete

B E R E = E R E R R R R R

Exit Edit Help Find ltem Change Delete Delete Exit Edit Register
Doc Doc ltem

Figure 3-39: Shipping Document Edit Mode Function Buttons

The Item Number input form displays.

ltern Number

Cancel Continue

Figure 3-40: Item Number Input

2. Key in the item number to find then press [ENTER].
The system locates the item and highlights it on the Shipping Document.

Shipping [ Martha Manager (100} [18 =
|New | Document 1D | Document Date | Ship To | Type | Status
[ RTVOM100003 | 5/10/06 [ 15845 [ Return To Yendor [
New Iltem Number Item Description Serial No. Qty To Item Oty
Ship Price  Shipped
Y 2m MY Oscar Blazer 1 $49.80 2

Y 209 WHT Cardin Drss Shirt 1 $16.50 2
Y 2 Claredon Shirt PHK &

3 -Totals - [

Figure 3-41: Shipping Document - Item Found

Since only the quantity of items can be edited from this screen, the cursor appears in the
Quantity Shipped column.

Edit a Shipping Document 35



Chapter 3: Shipping Documents

Delete a Shipping Document

Delete entire Shipping Documents that are entered at the store and that have a status of 'In

Process’. You cannot delete documents created by the home office.
See also: “Edit a Shipping Document” on page 28.

1. With the document displayed in edit mode, press [F4], Delete Doc.
Edit
f}": Change Quantities/Highlight to Delete
IEsclI |=1| le F3| |=4]| F5| FGI |=7| Fs“ F9|F10]F11|F12]
Figure 3-42: Shipping Document Edit Mode Function Buttons
A confirmation prompt displays.
Are you sure you want to
DELETE this Document?
[ v
Yes No
Figure 3-43: Delete Shipping Document Confirmation
2. Press [Y], Yes. The system returns to the Shipping Document Search form
(Figure 3-17).
36
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View Closed Shipping Documents

You can view, but not edit, closed shipping and receiving documents through the inventory
log.
See also: “Access the Shipping Document Screen” on page 15.

1. Navigate to the Shipping screen with the Shipping Document Search form.
I8

Shipping

b? Shipping Document Search a

Shipping Document ID:
Document Type:
Document Status:

B aREE EEEs

Help  Lookup Add Clear ListAll Execute
Search

Figure 3-44: Shipping Document Search Form

2. Press [ENTER] to put the cursor in the Document Status field and press [F2], Lookup.
The Document Status list displays.

Document Status lookup.
d
Ce55
Fartial Shipments

B o e

Cancel Highlight Choice To Select

Figure 3-45: Shipping Document Status List
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3. Highlight Closed and press [ENTER] to return to the Shipping Document Search form.

A 'C’ appears in the Document Status field.

l-? Shipping Document Search a

Shipping Document ID:
Document Type:

Document Status:

D oeEE EEEE

Cancel Helj Pick Add Clear ListAll Execute
Search Lists. ‘Search Search

Enter “C” for
Closed

Figure 3-46: Shipping Document Search Form - Closed Status

TIP

You must search on the Closed status to view Closed documents.
Pressing [F7] to list all documents does not display Closed documents.

4. Press [F8], Execute Search. The Document list displays the closed documents.

Select Document From List

Document Date Document ID
06
1/7/06
11406
1171/06
110/06
8/24/06
7/30/06
717406
81406
81406

Ship To
JIK] 5345 Return To
RTvO110000 Return To Vendor
RTv01100008 Feturn ToVendar
RTV01100007 Return ToVendar
RTwO1100008 Return To Vendor
RTv01100018 Feturn ToVendar
ZAREE] Return ToVendar
RTvEES Return To Vendor
RTvLA3N0 Feturn ToVendar
RTVRS Return ToVendar

Type

Status
C !

Clozed
Closed

Closed
Closed
Closed
Clozed
Closed
Closed
Closed

Store Created =

=

FZZZZXZEZZEZEZ

Cancel

Highlight Choice

To Select

Figure 3-47: Shipping Document List - Closed
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5. Highlight the appropriate document to view and press [ENTER]. The closed shipping
document displays.

Shipping | Martha Manager (100) [18 =
[New] DocumentlD | DocumentDate | Ship To [ Type [ 7~ Status <
[_RTvO1100003 ] /2408 I 15945 | Return Ta Vendar [ Closed P
New Item Number Item Description Serial No. Oy To em Oty
Ship Price  Shipped
20 MY Oscar Blazer 1 $49.50
203 WWHT Cardin Drss Shirt 1 $16.50
215 Claredon Shirt PMK 1 $19.50
3 -Totals- i}
lEsc I FI1JF2{ F3 | F4 l F5 | F6 | F7 | F8 l F9 | F10} F11] F12
Exit Help Register

Figure 3-48: Shipping Document - Closed

6. Press [ESC], Exit, to return to the Shipping Document Search form (Figure 3-17), or
press [F12], Register, to return to the Register screen.

Notes:

e The [F7], Edit Doc, edit mode key is not available when viewing closed
documents because you cannot edit closed shipping documents.

e Closed shipping documents cannot be deleted at the store level. The home office
purges documents, if necessary.
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Print Pick Lists

Pick Lists are paper report documents that provide the associate with a description and
warehouse location of items to be shipped. They can be printed for new shipping documents
(i.e. shipping documents that do not have any activity performed against them). A pick list
will not be printed for shipping documents created manually at the store.

Pick Lists For New Documents

A sales associate can choose to print all pick lists for all new, open documents. When this
option is selected, Store21 prints pick lists for all new corporate shipping documents that
have been downloaded to the store or automatically generated by Store21.

See also: “Access the Shipping Document Screen” on page 15.
1. Navigate to the Shipping screen with the Shipping Document Search form.

Shipping | |[lEd]

b? Shipping Document Search a

Shipping Document ID:
Document Type:

Document Status:

B aREE EEEs

Cancel Help  Lookup Pick Add Clear ListAll Execute
Search Lists Search Search

Figure 3-49: Shipping Document Search Form

2. Press [F4], Pick Lists.

Notes:

e The pick lists print directly to the configured report printer, but are not viewable
on the screen.

e Each shipping document is printed as a separate pick list report, with a footer
indicating the page number and total number of pages for that shipping
document ID (e.g. Page 1 of 3), as well as a signature line at the end of each
pick list report.

e If a shipping document contains damaged items, then a damage control number
prints for each damaged item.

e If a shipping document contains serialized items, the serial number prints for
each item.
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3. If no pick lists are available for printing, an error message displays.

N6 Pick Lists are available
to print.

To Continue

Figure 3-50: Pick List Error Message

4. Press [ENTER]. The system remains at the Shipping Document Search form.

Pick Lists for Specific Documents

A sales associate can print a pick list for a specific shipping document. This function is only
available for OPEN shipping documents that have been downloaded to the store. When this
option is selected, a pick list is printed for the current shipping document.

See also: “Locate an Existing Shipping Document” on page 24.

1. Navigate to the open Shipping Document.

Shipping | Martha Manager (100} 118 =4
New| DocumentlD | DocumentDate | ShipTo | Type | Status
RTVOT100003 | 6/34/06 | 15945 | Return To Yendor |
New Item Number Item Description Serial No. Qty To Item Qty
Ship Price  Shipped
Y 20 MYY Oscar Blazer 1 $49 50
Y 209 WHT Cardin Drss Shirt 1 $16.50
Y 215 Claredon Shirt PNK 1 $19.50
3 -Totals - 1]
Enter ltem:
==
¢ Scan or Key Item
IEscl [F) el rafra]|rslrs ] er ] rs]]rofrio]ri1]Fr2]
Cancel Help Pick Edit Save Item Import Register
Shipping List memDoc &Exit Search Shipment

Figure 3-51: Shipping Document

2. Press [F6], Pick List. The pick list prints on the report printer.

Note: The Pick List key is not available when a document is displayed in view-only mode,
such as when a document has been closed or checked out to a handheld device.
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CHAPTER 4 Receiving Documents

Overview

A Receiving Document places incoming inventory into the database. Receiving documents
are downloaded from the home office during the polling process. You can view, edit, and
receive inventory on the receiving documents. Store21 can be configured to receive at the
document, carton, and item levels. Directions for each receiving method are included. Each
of the processes can be modified to allow the user to switch receiving methods in case of
damaged items or changes in the company’s receiving policy.

The following receiving topics are explained in this chapter:

e Access the Receiving Document Screen e  Partially Receive a Document

e Add a Receiving Document e View Closed Receiving Documents
e Locate an Existing Receiving Document e Document-Level Receiving

e Edit a Receiving Document e Item-Level Receiving

e Delete a Receiving Document e Carton-Level Receiving

Access the Receiving Document Screen

1. From either the Employee Selection screen or the Register screen, press [F12], Menu,
to access the back office, Top of Menu.

Register | 1 New TasksGo to BackOffice 1]

Employee Selection | | |
i #Type ItemID Description Qty Price Tax Amount Due

Employees Clocked In B Lesieal
ransacti 8

WManager, Martha 6:30 pm Selling Time

Register Message __sp6 !

Item Count 0

B Sale $0.00 Tax $0.00 Total $0.00

=

Sale Press Enter to tender

: gleyEe Ik T Scan or Key Item
|F1]F2]F3]F4]|F5]F6]F7]Fs] Fo fF10j i1} F12 |F1lF2]F3]F4]|F5]F6]F7]F8]
b E\I‘cl‘)cl: Pcahsasl:q!:re“ 32:.; =3 Employee Help Layaway Send Return Bal: Non Item Cust Resly

Selection Sale Inquiry  Mdse Search Search
Eﬂist_em | Mnnhezrk 6/11/2006  6:31 pm

Figure 4-1: Employee Selection Screen (left) - Register Screen (right)

2. Store21 prompts for the employee ID and password.
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IF... THEN...

accessing [F12], Menu, from the a. The color of the focus bar changes to

Employee Selection screen blue and prompts for the Employee ID.
Employee ID for Menu 100

[EZEnter Employee ID

Figure 4-2: Focus Bar Prompt for Employee ID
b. Enter your Employee ID and press

[ENTER]. The focus bar prompts for
the Password.

Employee ID for Menu
9= Enter Password

Figure 4-3: Focus Bar Prompt for Password

c. Enter your password and press

[ENTER].
accessing [F12], Menu, from the a. The System Security input form
Register screen displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

ool Enter |

Cancel Continue

Figure 4-4: System Security Input

b. Key in the Employee ID and Password
and press [ENTER].
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The Top of Menu displays.
. Top of Menu

Customer Information...

Electronic Journal
Employee Information...
Intranet Browser

Inventory Control...

Layaway Maintenance
Opening Screen

Employee  Highlight To Select
Selection Choice

Figure 4-5: Inventory - Top of Menu

3. Highlight Inventory Control and press [ENTER].
The Inventory Control menu displays.

Top of Menu l
Inventory Control...

1 Item Inquiry

2 Layaway Inventory Audit Report
3 Receiving

4 Location Summary Report

5 Shipping

6 Inventory Adjustment Screen

7 Damage Disposition Maintenance

-

Back 1 Highlight To Select
Menu Choice

Figure 4-6: Inventory Control Menu

4. Highlight Receiving and press [ENTER]. The Receiving screen displays with the
Receiving Document Search form.

Receiving | 100en

~ Receiving Document Search a

Receiving Document ID:

Document Type:

Document Status:

SorEEadEd

Cancel He Express Add  Clear ListAll Execute
Search Receive Search Search

Figure 4-7: Receiving Screen with Search Form
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5. Use the search form to locate an existing receiving document (See “Locate an Existing
Receiving Document” on page 46) or add a new one (See “"Add a Receiving Document”

on page 50.)
The Receiving document screen displays.

Note: The receiving document must be identified first, then the specific method that is
configured determines the rest of the process. Start by locating the receiving
document, then locate the receiving process used by your organization.

Locate an Existing Receiving Document

See also: "“Access the Receiving Document Screen” on page 43.
1. Navigate to the Receiving screen with the Receiving Document Search form.

- Receiving Document Search a

Birs 8

Receiving Document ID:
Document Type:

Document Status:
Host Reference ID:

cff ifrafes]eaffesfrof e ] s

Cancel Help Express Add Clear List All Execute
Search Receive Search Search

Figure 4-8: Receiving Document Search Form

e If you know the Document ID, Document Type, or Document Status of the Receiving
Document, continue with step 2.

e If you do not know the Document ID, Document Type, or Document Status of the
Receiving Document, continue with step 7.
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2. To narrow your receiving document search, position the cursor in the Document Type or
the Document Status field of the search form and press [F2], Lookup. Select values for
one or both of these fields.

Document Type lockup.

Drop Ship

Home Office Transfers

Store to Stors Transfer
Dist CtrfStare Transfers

Cancel Highlight Choice To Select

Figure 4-9: Receiving Document Type Lookup List

e Highlight the appropriate document type and press [ENTER].
e The selected type appears in the Document Type field on the search form.

3. Put the cursor in the Document Status field and press [F2], Lookup. The Document
Status list displays.

Document Status lookup.

In Process
Fartial Receipts

Cancel Highlight Choice To Select

Figure 4-10: Receiving Document Status List

4. Highlight the appropriate document status and press [ENTER].

The document status appears in the Document Status field on the Receiving Document
Search form.

5. Enter the Host Reference ID number in the Host Reference ID field.
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6. When all search criteria have been entered into the Receiving Document Search form,
press [F8], Execute Search. Continue with step 8.

- Receiving Document Search a

b

Receiving Document ID:

Document Type:
Document Status:

Host Reference ID:

el rifrafesfraffrsfraferf o]

Cancel Help Lookup Express Add Clear List All Execute
Search Receive Search Search

Figure 4-11: Receiving Document Search Form with Values

7. If you do not have search criteria for the Receiving Document, press [F7], List All, to
list all Receiving Documents.

8. The Receiving Document list displays. Highlight the appropriate document and press
[ENTER].

SEARCH17O
Select Document From List

Document Type Document Shipping Shipped Status Store
Number Date From Created
Drap Ship DSRS 8/3/06 99
Drop Ship DS 8/3/06 10
Dist Ctr/Store Transfers JWLCARTOMEDZ 2130406 13
Store to Store Transfer SHOCARTOMNADT 7{27/08 12
Store to Store Transfer ST110000502 7128/06 113

=

Store to Store Transfer ST110000603 8/24/08 104 In Process
Store to Store Transfer ST401 /106 0009s
Store to Store Transfer WCLOCARTOMNEDR 7206 100

ZFZ AL ZZZZ

110000501

Cancel Highlight Choice To Select

Figure 4-12: Receiving Document List

Note: For downloaded documents, an ‘N’ appears in the Store Created column of the
Shipping Documents list. ‘Y’ indicates documents created at the store.
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9. Highlight the appropriate document and press [ENTER].

The document displays.

Receiving | Martha Manager (100} 118 =4
[New |Document Type | DocumentID | Shipping Date | Shipped From Status
| [Prop ship | SEIEE | FiEEE i
e e e e e R e T OO (= CT T
Quantity Received
Today
WHITE 10 214 Claredon Shirt WHT §45.00 15
YELLOW 10 216 Claredon Shirt YEL §48.00 10
BLUE 10 213 Claredon Shirt BLU $48.00 12
BLUE 10 213 Claredon Shirt BLU $45.00 10
PINIC 10 215 Claredon Shirt PNIK $48.00 20
YELLOW 10 216 Claredon Shirt YEL $48.00 14
BROWN 10 217 Claredon Shirt BRN §45.00 20
- Totals - 101 0

Enter Item:

t Scan or Key Item

E” 1| r2 | F3IE]| |=5| FGI F7I F8|IE]F1OIF11IF1ZI

Cancel Help Print Receive Edit tem Save tem Register
Recving Receiver Doc &Exit Search

Figure 4-13: Receiving Document Maintenance Screen

10. With the receiving document displayed, several functions are available:

Press [F5], Print Receiver, to print the receiving document receiver.
Press [F6], Receive Doc, to receive the document.

Press [F7], Edit Item, to edit the document.

Press [F8], Save & Exit, to save the changes and exit the document.

Press [F12], Register, to toggle between the Register and the Receiving screens.
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Add a Receiving Document

Although most Receiving Documents are created at the home office and downloaded to the
store, it is sometimes necessary to create a Receiving Document for goods that arrive at the
store without one. This procedure is called “item-level receiving”.

See also: “Access the Receiving Document Screen” on page 43

1. Navigate to the Receiving screen with the Receiving Document Search form.

- Receiving Document Search a

g

Receiving Document ID:

Document Type:
Document Status:

Host Reference ID:

el rifeafesfeaffrsfraferfre]

Cancel Help Express Add Clear List All Execute
Search Receive Search Search

Figure 4-14: Receiving Document Search Form

2. Press [F5], Add.

The Receiving Data Entry form displays with the cursor in the Document Type field.
Complete the form:

Document Id : [| @

Document Date : [08/24/2008(b)
Store Number: 110

* Document Type : (: 1
l—

* Received From : @
Expected Date : 08/24/2008@ * Requir2d Field

Figure 4-15: Receiving Document Data Entry Form

a. Enter the Document ID number in the field Document Id (Figure 4-15).

b. The Document Date field defaults to the system date. Edit the date, if necessary,
then press [ENTER] to move to the next field (Figure 4-15).

c. The Store Number field defaults to the number of the store that is generating the
receiving document. This field cannot be edited.
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d. With the cursor in the Document Type field, press [F2], Lookup, to display the
Document Type list. The Receiving Document Type window opens.

Document Type lookup.

Drop Ship

Home Cffice Transfers
Store to Store Transfer
Dist CtrfStore Transfers

Cancel Highlight Choice To Select

Figure 4-16: Receiving Document Type List

e. Highlight the appropriate document type and press [ENTER]. The document type
appears in the Document Type field on the Receiving Data Entry form (Figure 4-15).

f. Key in the Received From information, or press [F2], Lookup, to display the
Received From list. Highlight the appropriate selection then press [ENTER].

Received From lockup.
[ ce
Speedchway
Eastland Mall O
DATAVANTAGE
Yalley Plaza
Westminster Mall
Cumberland
Lindale
Towin East TX
Southaycl

Cancel Highlight Choice To Select

Figure 4-17: Receiving Document Received From List

The Received From location appears in the Receiving Data Entry form (Figure 4-15).

Note: Received From locations are configured by the home office.

g. The Expected Date field defaults to the system date. Edit the date, if necessary,
pressing [ENTER] when finished (Figure 4-15).

3. Press [F8], Save, to save the data.

Access the Receiving Document Screen 51



Chapter 4: Receiving Documents Store21® 4.71

4. The Receiving Document displays, and the focus bar prompts for the first item to

receive.
Receiving | Martha Manager (100) [18 =
[ New |Document Type | DocumentID | Shipping Date | Shipped From | Status |
I [Prop Ship [1z345 [o8/z4¢2006 E |
Department Color Size Short SKU Description Price Expected  Quantity
Quantity Received
Today
- Totals - 0 0
Enter Item:
-
¢ Scan or Key Item
[esc] | F1 ] r2  ra ] rald| s | rs | F7 | F8 ]| Fo JFiof F11]Fr2
Cancel Help ttem Register
Recving Search

Figure 4-18: Receiving Document Maintenance Screen

Note: Once you receive items against a document, the document is considered
“In Process.” You can view and edit the document as often as needed until System
Close. At closing, all “In Process” documents are uploaded, or sent, to the corporate
office. Their status changes from “In Process” to “Closed.”

5. Scan or key the first item number and press [ENTER]. The focus bar prompts for the
quantity or another item number.

Note: If you do not know the item number, press [F9], Item Search, to view the Item
Search form.

212 NVY Botany Suit Qty: 1
t Enter Quantity or ltem

Figure 4-19: Receiving Document Focus Bar

6. Scan or key the next item number and press [ENTER]. The focus bar prompts for the
quantity or another item number. Continue keying in items and quantities until all items

are entered.

Notes:
e The first item is listed after the quantity or another item is keyed in.
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e If you enter another item number, rather than the quantity, the Qty Received

defaults to 1 for the previous item.

If you enter the same item number more than once, the system adds the new

quantity to the Qty Received for that item; it does not add an additional line
item.

7. The items are listed on the Receiving Document: the Expected Quantity column is blank,
and the Quantity Received Today column contains the quantity entered.

New |[Document Type Document ID Shipping Date | Shipped From Status |
DCrop Ship 12345 08/24/2006 10
Department Color Size Short SKU Description Price Expected | Quantity
Quantity | Received
Today
BLACK 10 212 My Botany Suit $249.95 5

Figure 4-20: New Receiving Document Header

8. When the document is complete, press [F8], Save & Exit, to save the information. A
confirmation prompt appears.

Save Changes?

K

Yas No

Figure 4-21: Save Changes Confirmation Prompt

9. Press [Y], Yes, to save the changes. The Receiving Document Status changes from

‘New’ to ‘In Process’. The system returns to the Receiving Document Search form
(Figure 4-8).

10. Press [ESC] to return to the Receiving menu, or [F12], Register, to return to the
Register screen.
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Edit a Receiving Document

Edit receiving documents that have the Receiving Document Status “In Process” as often as
needed until the System Close process is initiated for the day. At closing, all *In Process”
documents are uploaded to the home office during the polling process. The Receiving
Document Status then changes from “In Process” to “"Closed”.

Because most receiving documents are created at the home office, you cannot change the
information in the Receiving Document data entry form or delete the document. However,
you can enter the items or quantities received, find items in a long list, edit the quantities
received, and delete items that you mistakenly added to the document. You cannot delete
items that are included on the receiving document by the home office.

See also: “Locate an Existing Receiving Document” on page 46.
1. Locate the Receiving Document to be edited. It displays in item-entry mode.

Receiving | Martha Manager (100} |18 =~
New |Document Type Doc t 1D Shipping Date | Shipped From Status |
Home Office TransferspaT 110000501 08/01/2006 10 ‘
Department Color Size Short SKU Description Price Expected  Quantity
Quantity Received
Today
BLACK 10 309 Birkenstock's Sheridan $119.95 10
BLACK 10 3 Brown Leather Pumps $39.95 30
BLACK 10 312 Ladies Sandal $23.95 20
BLACK 10 310 Bostonian Suede Shoe $112.99 12
BLACK 10 3E5 Shoe Polish $3.95 =0
BLACK 10 308 Easy Spirits Motion $71.95 3
- Totals - 125 0
Enter Item:
=
¢ Scan or Key Iltem
Esc F1J F2]{ F3 ] F4 F5 | F6 | F7 | F8 F9 l F10| F11 l F12
Cancel Help Print Receive Edit kem Save tem Register
Recving Receiver Doc &Exit Search

Figure 4-22: Receiving Document - Item Entry Mode

2. Press [F7], Edit Item, to put the document in edit mode. The edit mode displays new
functions.

Edit
ii Change Quantities/Highlight to Delete

Esc F1JF2] F3 | F4 F5 | F6 | F7 | F8 F9 §F10} F11§F12

Cancel Help Find em Delete Delete Exit Edit Register
Edit Doc tem

Figure 4-23: Receiving Document - Edit Mode Function Buttons

To return to item-entry mode, press [F7] again.
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Edit Item Quantities of Goods Received

1. With the receiving document displayed in edit mode, highlight the appropriate item to
edit. Since only the quantity of items can be edited from this screen, the cursor appears

in the Quantity Received Today column.

Receiving

| Martha Manager (100}

8 =3

New

Document Type

Document ID

Shipping Date

Shipped From

Status

1103904

00/00/0000

Department Color Size Short SKU Description Price Expected Quantity

Quantity Received
Today

14KTYG MOTHER RING

$400.00

Figure 4-24: Receiving Document Edit Mode

2. Key in the correct quantity. Change other line items, if necessary. Press [F7], Exit Edit,
to return to item-entry mode. The revised quantity appears on the screen.

Receiving | Martha Manager (100) |18 =
New |Document Type Document ID Shipping Date | Shipped From Status |
110404 00/00,/0000
Department Color Size Short SKU Description Price Expected [ Quantity
Quantity |Received
Today
BLACK 10 1000133 14KTY G MOTHER RING $400.00 1 1

Figure 4-25: Receiving Document - Revised Quantity Received

3. Press [F8], Save & Exit. A confirmation prompt appears.

Save Changes?

M 0

Yes No

Figure 4-26: Save Changes Confirmation Prompt
Press [Y], Yes, to save the changes. The system returns to the Receiving Document
Search form (Figure 4-8).

Press [ESC] to return to the Receiving menu, or [F12], Register, to return to the
Register screen.
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Edit Other Document Information

Receiving Documents created at the store and have a status of “In Process” can be edited.
You cannot change document information created by the home office.

1. With the document displayed in edit mode, press [F3], Change Doc. The Receiving
Document data entry form displays.

Receiving Document ID: |142857

Document Date: 1Tk
Store Number: |37

*Document Type: |WS |Dist Ctr/Store Transfers

*Received From: |1u
Expected Date: [05/15/2008 “Reguiad Fisld

Figure 4-27: Receiving Document Data Entry Form

2. Key in the appropriate corrections, pressing [ENTER] to move between the fields.

e When the cursor is in the Document Type or Ship To field, press [F2], Lookup, to
open a selection list of possible values for the field.

e The Document ID and Store Number fields cannot be edited.
3. Press [F8], Save, to save the information and return to the document in edit mode.
4. Press [F7], Exit Edit, to return to item-entry mode.

5. Press [F8], Save & Exit, again to save and exit the receiving document. The system
returns to the Receiving Document Search form (Figure 4-8).

6. Press [ESC] to return to the Receiving menu, or [F12], Register, to return to the
Register screen.
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Add Items

Add items to Receiving Documents that are created at the store and have a status of
“In Process”. The home office may also allow items to be added to some corporate
documents.

1. Locate the Receiving Document to be edited.

Receiving | Martha Manager {100} 118 =
\ New |Du[:umenl Type | Document ID | Shipping Date | Shipped From | Status |
[Brap Ship |ps170000502 [o8/15/2008 Joa

Department Color Size Short SKU Description Price Expected  Quantity
Quantity Received
Today

WHITE 10 214 Claredon Shirt ¥WHT $48.00 15

YELLOWY 10 216 Claredon Shirt YEL $48.00 1o

BLUE 10 213 Claredan Shirt BLU $48.00 12

BLUE 10 213 Claredon Shirt BLU $48.00 10

PINK 10 215 Claredon Shirt PNK $458.00 20

YELLOWY 10 216 Claredon Shirt YEL $48.00 14

BROWN 10 217 Claredan Shirt BRM $48.00 20
- Totals - 1 0

Enter Item:

t Scan or Key Iltem

E” Flr2 e ra]|rs s ]| ra ]| ro Fi0]Fi1fF12]

Cancel Help Print  Receive Edit tem Save tem Register
Recving Recever  Doc BExit Search

Figure 4-28: Receiving Document

Note: The home office determines whether or not items can be added to downloaded
receiving documents.

2. Scan or key the item number and press [ENTER]. Store21 validates the item number
and compares the item to the document:

e If the item cannot be added to the receiving document, an error message displays.

You may not add an
item to this document.

Iltem not found on
document.

To Continue

Figure 4-29: Receiving Document - Error Message

e If the item can be added to the receiving document, the focus bar prompts for the
quantity or another item.

3. Press [F8], Save & Exit, to save the changes.
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Delete I1tems

Delete items from Receiving Documents that are entered at the store and have a status of
“In Process”. You cannot delete items from “Closed” documents or items that are part of a
document created by the home office.

1. With the receiving document displayed in edit mode, highlight the appropriate item to
edit. Press [F6], Delete Item. A confirmation prompt displays.

Are you sure you want to
DELETE this record?

v

Yes No

Figure 4-30: Receiving Document Delete Record Confirmation

2. Press [Y], Yes. The line item is deleted from the document. If you attempt to delete an
item that was included on the document by the home office, a message appears.

Itém "214" not added by
store. Cannot be deleted.

To Continue

Figure 4-31: Receiving Document - Cannot Delete Item

3. Press [ENTER]. The delete action is cancelled.
4. Select additional lines to delete, or press [F7], Exit Edit, to return to item-entry mode.

5. Press [F8], Save, to save the data and exit the Receiving Maintenance screen. A
confirmation prompt displays.

Save Changes?

v )~

Yes No

Figure 4-32: Save Changes Confirmation Prompt

6. Press [Y], Yes or [N], No. The system returns to the Receiving Document Search form
(Figure 4-8).
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Find Items in a Long Receiving List

1. With the Receiving Document in edit mode, press [F2], Find Item. The Short SKU input
form displays.

Short SKU
.

Cancel Continue

Figure 4-33: Short SKU Input Box

2. Key in the SKU and press [ENTER]. The system locates the item and highlights it on the
Receiving Document.

Receiving | Martha Manager (100} |18 =
New |[Document Type Document ID Shipping Date | Shipped From Status |
110904 00;00/0000 |
Department Color Size Short SKU Description Price Expected Quantity
Quantity Received
Today
14KTYG MOTHER RING $400.00

Figure 4-34: Receiving Document - Item Found

Partially Receive a Document

Partial Receiving allows the store to process the receipt of some items or cartons listed on a
Receiving Document on different business days. At the end of a business day, all “"In Process”
documents are processed, and the information is sent to the home office during the polling
process. The status of the documents that are completely received is set to “Closed”, while
the status of the documents partially received is set to “Partial”. Additional receiving can be
recorded against the document. These “Partial” Receiving Documents will remain until they
are completely received or the home office purges the documents.

See also: “Edit a Receiving Document” on page 54.

Note: Whether or not a store can partially receive a Receiving Document is determined by
the home office.
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Delete a Receiving Document

Delete Receiving Documents that are entered at the store and have a status of “In Process”.
You cannot delete Closed documents or documents created by the home office.

See also: “Edit a Receiving Document” on page 54
1. Locate the Receiving Document to be deleted and press [F7], Edit.

Edit
i Change Quantities/Highlight to Delete

Ell F1l F2I F3l F4II F5| Fﬁl FTI FBII F9|F10]F11IF12]

Cancel Help Find ltem Delete Delete Exit Edit Register
Edit Doc ftem

Figure 4-35: Edit

2. With the document displayed in edit mode, press [F4], Delete Doc. A confirmation
prompt displays.
Are you sure you want to
DELETE this record?

i

Yes No

Figure 4-36: Delete Receiving Document Confirmation

3. Press [Y], Yes. The system returns to the Receiving Document Search form
(Figure 4-8).
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View Closed Receiving Documents

You can view, but not edit, closed Receiving Documents.

See also: “Access the Receiving Document Screen” on page 43.

1.

2,

Navigate to the Receiving screen with the Receiving Document Search form.

[Oeb

Receiving |

- Receiving Document Search “

B,

Receiving Document ID:
Document Type:
Document Status:

B RRRE EEER

Cancel Help Express Add  Clear ListAll Execute
Search Receive Search Search

Figure 4-37: Receiving Document Search Form

Press [ENTER] to put the cursor in the Document Status field and press [F2], Lookup.
The Document Status list displays.

Document Status lookup.

In Process
Partial Receipts

Cancel Highlight Choice To Select

Figure 4-38: Receiving Document Status List

View Closed Receiving Documents
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3. Highlight ‘Closed’ and press [ENTER] to return to the Receiving Document Search
form. A ‘C’ appears in the Document Status field.

- Receiving Document Search %

b,

Recelving Document ID: | o _
Document Type: | ‘E|O§ézt"us IS

Document Status: | c

fescf el o] esfraffiesfro] e ] o)

Cancel Help Express Add  Clear ListAll Execute
Search Receive Search Search

Figure 4-39: Receiving Document Search Form - Closed Status

TiP You must search on the Closed status to view Closed documents.
Pressing [F7] to list all documents does not display Closed documents.

4. Press [F8], Execute Search. The Document list displays the closed documents.

SEARCH170
Select Document From List

Document Type Document Shipping Shipped Status Store
Number Date From Created

Drap Ship DSRS 8/3/06 99 Closed N

Drrop Ship OIS, G/3/06 10 Closed

Dist Ctr/Store Transfers JWLCARTOMEDZ 7130706 13 Closed

Store to Store Transfer SHOCARTOMNGDT F2TI0E 112 Closed

Store to Store Transfer ST110000502 Fleaine 113 Closed

Stare to Stare Transfer ST110000803 8/24/08 104 Closed
Store to Store Transfer ST401 A/1/06 0009 Closed
Store to Store Transfer WCLOCARTOMNA0R 7206 100 Clnzed

Cancel Highlight Choice To Select

Figure 4-40: Receiving Document List - Closed Documents
5. Highlight the appropriate document and press [ENTER]. The receiving document
displays, but it cannot be edited.

6. Press [ESC] to return to the Receiving Document Search form (Figure 4-8), or press
[F12], Register, to go to the Register screen.

Note: The [F7] edit mode key is not available because you cannot edit Closed Receiving
Documents. Likewise, closed Receiving Documents cannot be deleted at the store
level. The home office purges these documents, if necessary.
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Types of Receiving Methods

Receiving goods into inventory requires that the information is entered into the system.
These are the definitions of the three types of receiving methods available with Store21:

e Document-Level Receiving: The document is received in whole without counting
actual items.

e Item-Level Receiving: Each item on the document is physically counted.

e Carton-Level Receiving: Each carton on the document is accounted for without
opening the carton and counting items.

Document-Level Receiving

Document-Level Receiving is the receiving process in which you receive the shipment into
the store’s inventory without first counting the cartons or the items contained in them. The
Receiving Document Status then changes from ‘In Process’ to ‘Closed’.

See also: “Locate an Existing Receiving Document” on page 46.

1. Locate the Receiving Document to be received.

Receiving | Martha Manager (100) |18 =
[ New JDocument Type | DocumentiD | Shipping Date | Shipped From | Status |
\ [Home Office TransterspAT110000501 [n&/01/2008 [io
Department Color Size Short SKU Description Price Expected  Quantity
Quantity Received
Today
BLACK 10 309 Birkenstock's Sheridan §119.95 10
BLACK 10 31 Brown Leather Pumps $39.95 30
BLACK 10 312 Ladies Sandal $2385 20
BLACK 10 O Bostonian Suede Shoe §119.29 12
BLACK 10 365 Shoe Polish $3.55 a0
BLACK 10 306 Easy Spirits Mation §71.895 3
-Totals - 125 0

Enter ltem:
t Scan or Key Item

lEsc |F1 F2] F3 | F4 |F5 F6 | F7 | F8 |F9 F10§ F11§ F12

Cancel Help Print Receive Edit tem Sawve tem Register
Recving Receiver Doc &Exit Search

Figure 4-41: Receiving Document

2. Press [F6], Receive Doc, to receive all line items on the document at the same time.
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A confirmation prompt displays.

Do you want to receive the
Document ?

K

Yes No

Figure 4-42: Receiving Document Confirmation

3. Press [Y], Yes, to receive the document. The acknowledgment displays.

Received Document
DS110000502.

To Continue

Figure 4-43: Receiving Document System Acknowledgment
4. Press [ENTER], To Continue. The status of the document is set to ‘In Process’ and can
be edited until the system is closed for the day.
The system returns to the Receiving Document Search form (Figure 4-8).

5. Press [ESC] to return to the Receiving menu, or [F12], Register, to return to the
Register screen.
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Item-Level Receiving

Item-Level Receiving is the receiving process in which you receive the shipment into the
store’s inventory by scanning or keying in the item numbers and quantities received for each
item in a shipment. When all items are received, the Receiving Document Status then
changes from ‘In Process’ to ‘Closed”.

See also: “Locate an Existing Receiving Document” on page 46.
1. Locate the Receiving Document to be received.

Receiving | Martha Manager (100) |18 =
[ New |Document Type | DocumentID | Shipping Date | Shipped From | Status |
JHome Office TransterspAT110000501 [o8/n1/2008 Jio
Department Color Size Short SKU Description Price Expected Quantity
Quantity Received
Today
BLACK 10 309 Birkenstock's Sheridan §119.95 10
BLACK 10 3 Brown Leather Purmps $39.85 30
BLACK 10 312 Ladies Sandal $23.95 20
BLACK 10 El Bostonian Suede Shoe §119.99 12
ELACK 10 385 Shioe Palish $3.85 50
BLACK 10 306 Easy Spirits Mation $71.95 3
- Totals - 125 0
Enter Item:
==
£ Scan or Key ltem
| Esc | Fi{Fr2| F3 | Fa | F5 | F6 | F7 | F8 | Fa JF10 F11]F12
Cancel Help Print Receive Edit tem Sawve tem Register
Recving Recetver Doc &Exit Search

Figure 4-44: Receiving Document

2. Scan or key in the item number and press [ENTER]. The focus bar prompts for the
quantity of the item just entered or for the next item number.

214 Claredon Shirt WHT Qty: 1

t Enter Quantity or ltem

Figure 4-45: Receiving Document Focus Bar

Note: If item numbers are keyed in rather than scanned, press [ENTER] at the quantity
prompt. Otherwise, the system will apply the next item number entered at the
quantity for the previous item.
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The item received appears on the Receiving Document Maintenance screen in the
Quantity Received Today column.

Receiving | Martha Manager (100) |18 =
New |Document Type Document ID Shipping Date | Shipped From Status |
Drop Ship D=110000502 08/15/2006 39 In Process/[
Department Color Size Short SKU Description Price Expecte Quantity
Quanti Received
Today
WWHITE 10 214 Claredon Shirt WHT $45.00 1 15
YELLOWY 10 216 Claredon Shirt YEL $48.00 1 10
BLUE 10 213 Claredon Shirt BLU $48.00 1 12
BLUE 10 213 Claredon Shirt BLU $48.00 1 10
PlMk 10 2158 Claredan Shirt PNK $45.00 2 20
YELLOWY 10 216 Claredon Shirt YEL $45.00 1 14
BROWWHN 10 17 Claredon Shirt BRN $458.00 2 20
- Totals - 1m 10

Figure 4-46: Receiving Document - Item Quantity Received

3. Continue entering the item numbers. When all items on the document are entered, or to
temporarily suspend the receiving process, press [F8], Save & Exit. A confirmation
prompt displays.

Save Changes?

v ) n

Yes

No

Figure 4-47: Receiving Document Confirmation Prompt

Press [Y], Yes. The information is saved and the status of the document is ‘In Process’.

I

The receiving document can still be accessed until the end of the business day. The
system returns to the Receiving Document Search form (Figure 4-8).

Press [ESC] to return to the Receiving menu, or [F12], Register, to return to the

4,
5.
Register screen.
Note:

During the System Close process at the end of the day, the status of Receiving

Documents that are not completely received changes to “Partial”, instead of
“Closed”. See “Partially Receive a Document” on page 59 for more information.
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Carton-Level Receiving

Carton-Level Receiving involves recording each carton received on the Receiving Document
without opening the cartons and counting (or scanning) the items. When all items are
received, the Receiving Document Status then changes from ‘In Process’ to ‘Closed’. The
cartons on a Receiving Document can be received all at once or separately. You can also add
cartons that are not listed on the document. The Receiving Carton List Maintenance screen
differs from the Receiving Maintenance screen.

See also: “Access the Receiving Document Screen” on page 43.

1.

Navigate to the Receiving screen with the Receiving Document Search form.

- Receiving Document Search a

B,

Receiving Document ID:

Document Type:
Document Status:
Host Reference ID:

BoEREa anEEa

Cancel Help EXpress Add  Clear ListAll Execute
Search Receive Search Search

Figure 4-48: Receiving Document Search Form

If you do not know the Document ID, press [F7], List All, to list all documents.

Select Document From List

Document Type Document Shipping Shipped Status Store
Number Date From Created
Drop Ship DERS 8/3/06 99
Drop Ehip DS 8/3/08 10
Dist CtefStore Transfers JWLCARTOMNEDZ FI30/06R 13
Store to Store Transfer SHOCARTORNS01 72706 112
Store to Store Transfar ST110000802 7128/06 113

=

Store to Store Transfer ST110000503 G/24/08 104 In Frocess
Store to Store Transfer ST401 8/1/06 0009e
Store to Store Transfer WCLOCARTOMNS0G FN2i0e a0

ZZ AL ZZ ZZ

B

Cancel Highlight Choice To Select

Figure 4-49: Receiving Document List

Highlight the appropriate document and press [ENTER].
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The Receiving Carton List displays.

Receiving Carton List

Document ID: JWLCARTONS02 Total Ctns: 2

Carton Number Line Total Line Total
hems Quantity Items Quantity
Shipped Shipped  Received Received
GDR101
YGD102

Exit Highlight Choice Receive Receive Add Detail
Doc  Carton Carton

Figure 4-50: Receiving Carton List

4. Use the function buttons to process the receiving document:

e Press [F2], Receive Doc, if all cartons listed are delivered.

e Press [F3], Receive Carton, if fewer than all cartons listed are delivered.

e Press [F5], Add Carton, if a carton is delivered but is not on the list.

e Press [F8], Detail, to view the list of contents for the selected carton.
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Receive All Cartons on Document at Once

If all cartons listed on the Receiving Document are delivered, record the receipt all at once.

See also: “Carton-Level Receiving” on page 67.
1. From the Carton-Level Receiving Carton List, press [F2], Receive Doc.

Receiving Carton List

Document ID: JWLCARTONS02 Total Ctns: 2

Carton Number Line Total Line Total
hems Quantity Items Quantity
Shipped Shipped  Received Received
GDR101
YGD102

Exit Highlight Choice Receive Receive Add Detail
Doc  Carton Carton

Figure 4-51: Receiving Carton List

A confirmation prompt displays.

RE:

Do you want to receive the
Document ?

M

Yes No

Figure 4-52: Receive Document Confirmation
2. Press[Y], Yes. All cartons are received, and the document status is set to ‘In Process’. A

confirmation prompt displays.

7 Received Document
DS110000502.

To Continue

Figure 4-53: Received Document Acknowledgment Prompt

3. Press [ENTER]. The systems returns to the Receiving Document Search form
(Figure 4-8) and is ready to receive the next document.
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Receive Individual Cartons

If fewer than all cartons listed on a Receiving Document are delivered, record only those that
are delivered.

See also: “Carton-Level Receiving” on page 67.

1. From the Carton-Level Receiving Carton List, highlight the appropriate carton to receive
and press [F3], Receive Carton.

Receiving Carton List

Document ID: JWLCARTONS02 Total Ctns: 2

Carton Number Line Taotal Line Total
Items Quantity Items Quantity
Shipped Shipped Received Received

GDR101
YGD102

Exit Highlight Choice Receive Receive Add Detail
Doc  Carton Carton

Figure 4-54: Receiving Carton List

A confirmation prompt displays.

Received Carton #
GDR101.

To Continue

Figure 4-55: Receive Carton Confirmation

2. Press [ENTER], To Continue. The Receiving Carton list displays again (Figure 4-54).

3. Repeat selecting cartons as necessary to record receipt of each of the cartons for this
Receiving Document.

4. Press [ESC], Exit. The receiving information is saved, and the Receiving Document
status is set to “In Process”.

The system returns to the Receiving Document Search form (Figure 4-8) and is ready to
receive the next document.
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Receive a Carton Not Listed on the Document

If a carton is delivered that is not listed on a the Receiving Document, add the carton.

See also: “Carton-Level Receiving” on page 67.
1. From the Receiving Carton List, press [F5], Add Carton.

Receiving Carton List

Document ID: JWLCARTONS02 Total Ctns: 2

Carton Number Line Total Line Total
hems Quantity Items Quantity
Shipped Shipped  Received Received
GDR101
YGD102

Exit  Highlight Choice Receive Receive Add Detail
Doc  Carton Carton

Figure 4-56: Receiving Carton List

The home office configures whether or not cartons can be added to a Receiving
Document.

Note:

A input box displays.

Enter the Carton 1D?

Cancel Continue

Figure 4-57: Receive Carton Input

2. Using the documentation included with the carton, key in the Carton ID number and
press [ENTER], Continue.
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The Receiving Maintenance screen displays in item-entry mode; the new carton number
is shown in the Document ID field.

Receiving | Martha Manager (100) [18 =4
V- N
[ New [Document Type [ Document ID “Bhipping Date | Shipped From | Status |
[Dist Ct/Store Transfird 12345 03072008 [13 In Procass |
Department Color Size ——STTCSRO™ Description Price Expected  Quantity
Quantity Received
Today
- Totals - 0 0
Enter Item:
=
t Scan or Key ltem
[esc] | F1)r2 | ra ] ra )| s | rs | F7 | 8 ]| o Jr10] F11]Fr2
Cancel Help Print ftem Carton Register
Recving Recener Search List
Register 1 | Cleveland Store | 8/24/0211:38 am

Figure 4-58: Receiving Document - Item Entry Mode

3. Scan or key in each item inside the carton and press [ENTER]. The items appear on the

4.

document.
New [Document Type Document ID Shipping Date | Shipped From Status |
Cirop Ship 12345 05/z24/2006 10 |
Department Color Size Short SKU Description Price Expected Quantity
Quantity Received
Today
BLACK 10 22 WYY Botany Suit $249.55 5

Figure 4-59: Receiving - Add Carton

Press [F11], Carton List, when complete.
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The Receiving Carton List displays with the new carton added.

Receiving Carton List

Document ID: JWLCARTONS02 Total Ctns: 3

Carton Number Line Total Line Total
hems Quantity Items Quantity
Shipped Shipped  Received Received

12345
YGD102

Exit Highlight Choice Receive Receive Add Detail
Doc  Carton Carton

Figure 4-60: Receiving Carton List Revised

5. Press [ESC], Exit.

The system returns to the Receiving Document Search form (Figure 4-8) and is ready to
receive the next document.
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View Carton Details and Receive as Item-Level

View the contents of any carton listed on the Receiving Carton List. This enables the carton to
be received on an item-level basis, which is useful in the case of a damaged shipment.

See also: "Carton-Level Receiving” on page 67 and “Item-Level Receiving” on page 65.

1. From the Carton-Level Receiving Carton List, highlight the appropriate carton to receive
and press [F8], Detail.

Search

Receiving Carton List

Document ID: JWLCARTONS02 Total Ctns: 2

Carton Number Line Taotal Line Total
Items Quantity Items Quantity
Shipped Shipped Received Received

GDR101
YGD102

Exit Highlight Choice Receive Receive Add Detail
Doc  Carton Carton

Figure 4-61: Receiving Carton List

The Receiving Document Maintenance screen displays with the details of the carton

contents.
New |Document Type Document ID Shipping Date | Shipped From Status |
Ciist Cir/Stare Transferd WLCARTONE0Z  [07/30/2006 13 |
Department Color Size Short SKU Description Price Expected Quantity
Quantity Received
Today
20/ALL COCKT, BLACK 10 101 10 K Gamet/Dia Ring $129.99 28
- Totals - 25 0

Figure 4-62: Carton-Level Receiving - Carton Details

2. Process the receiving document the same as if it were Item-Level Receiving.

3. Scan or key in the item number and press [ENTER].

74 Carton-Level Receiving



Store21® 4.71 Shipping, Receiving, and Inventory Manual

4. The focus bar prompts for the quantity of the item just entered or for the next item

number.
214 Claredon Shirt WHT Qty: 1
t Enter Quantity or Item

Figure 4-63: Receiving Document Focus Bar

If item numbers are keyed in rather than scanned, press [ENTER] at
TIP the quantity prompt. Otherwise, the system will apply the next item
number entered at the quantity for the previous item.

The item received appears on the Receiving Document Maintenance screen in the
Quantity Received Today column.

Receiving | Martha Manager (100} 118 =

g~

[New [Document Type | DocumentID [ Shipping Date | Shipped From | Status
| [Dist CtifStore Transferd MYLCARTONSDZ — [07/30/2006 [13 | |

Department Color Size Short SKU Description Price Expected] Quantity
Quantity | Received
Today

20/ALL COCKT, BLACK 10 10 10 K Gamet/Dia Ring $12099 25 25

\

- Totals - 25 25

Figure 4-64: Receiving Document - Item Quantity Received

5. Continue entering the item numbers.

6. When all items on the document are entered, or to temporarily suspend the receiving
process, press [F8], Save & Exit. A confirmation prompt displays.

Save Changes?

M 0

Yes No

Figure 4-65: Receiving Document Confirmation
7. Press [Y], Yes. The information is saved and the status of the document is ‘In Process’.
The receiving document can still be accessed until the end of the business day.

The system returns to the Receiving Document Search form (Figure 4-8) and is ready to
receive the next document.

8. Press [ESC] to return to the Receiving menu, or [F12], Register, to return to the
Register screen.
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Express Receiving

Express Receiving is a form of Carton-Level Receiving. It is a feature that allows the
employee to receive an entire carton of goods at once, without searching the system for a
particular document or carton number. It is available from the Receiving Document Search
screen. This is especially useful if other forms of identifying the receiving document are not
available.

See also: “Access the Receiving Document Screen” on page 43.

1. Navigate to the Receiving screen with the Receiving Document Search form.

Receiving | |2

E. Receiving Document Search %

Receiving Document ID: |~
Document Type:
Document Status:

Host Reference ID:

Figure 4-66: Receiving Document Search Form

2. Press [F3], Express Receive. The input form displays.

Document Count: 0

Scan/Key in Carton ID to receive

Exit Receive

Figure 4-67: Express Receiving Input

3. Scan, or key in the Carton ID and press [ENTER], Receive.
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IF... THEN...
Store21 locates the carton The Receiving Document status is changed to ‘In
number in the system, Progress’, the receipt date is recorded, and the

inventory level for the item(s) assigned to the
carton is adjusted. A confirmation message
displays.

MSG3800

Carton 1016602346
Received.

To Continue

Figure 4-68: Express Receiving Confirmation

Message
Store21 locates the carton An error message displays.
number entered into the Express
Receiving input box, but the Lk
carton cannot be received for any Carton 1016601777 is not
reason (such as for a closed able to be express
Receiving Document), received.

To Continue

Figure 4-69: Express Receiving Error Message

Store21 cannot locate the carton |An error message displays.

number entered into the Express

Receiving input box, =

Carton 1234568 not found.
Please rescan Carton ID.

To Continue

Figure 4-70: Express Receiving Error Message

4. Press [F8], To Continue.

5. The Express Receiving input box displays again, and is ready to accept the next carton
number (Figure 4-67). Continue entering carton numbers as necessary.

6. Press [ESC], Exit, to return to the Receiving Document Search form (Figure 4-66).
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7. The changes made by Store21 to the carton information are visible on the Receiving
Carton list. See “Locate an Existing Receiving Document” on page 46 for access
instructions.

Receiving Carton List

Receiving Document ID: 1016602346 Total Cartons: 1

Line Total Line Total
Items Quantity Items Quantity
Carton 1D Shipped Shipped Received Received

1016602346

Figure 4-71: Receiving Document Carton List

8. Press [ENTER], Detail, to view the Receiving Document associated with this carton.

Receiving | 7 New Receiving-Go to BackOffice |§
New Document Type Receiving Document ID Carton ID Shipping Date | Shipped From Status
n Store to Store Transfer 1016602346 1016602346 03/16/2007 80 In Process
Quantity
Expected Received
Department Color Size Item 1D Description Price  Quantity Today
1348868 Itern Not On File $0.00 i 1
Totals 1 1
Enter tem
¢ Scan or Key ltem
| Filrars)ra]|es s F7 ] re ]| o fFio]Fi1]Faz]
Exit Help Receive Edit Saved Item Carton Register
Doc Item/Doc  Exit Search List

Figure 4-72: Receiving Document - Express Received

9. View or edit the document as required.

10. Press [ESC], Exit, to close the document screen and return to the Receiving Document
Search form (Figure 4-66).
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CHAPTER 5 Inventory Control

Overview

Inventory Control is the collection of activities used to monitor and maintain the company’s
inventory of goods. Store21 provides several tools and reports to monitor locations and
quantities of the inventory.

The following inventory control topics are explained in this chapter:

e Access the Inventory Control Menu e Inventory Count Requests

e Use the Item Inquiry Screen e Inventory Counts and Adjustments
e Track an Item’s Movement e  Process Damage Dispositions
e Find an Item at Another Location e  Print Inventory Reports

e View Style Information

Access the Inventory Control Menu

1. From either the Employee Selection screen or the Register screen, press [F12], Menu,
to access the back office, Top of Menu.

Employee Selection | | Register | T New Tasks-Go to BackOffice 0
. # Type Item ID Description Qty Price Tax Amount Due

Employees Clocked In Last Sale
Manager, Martha 5:30 pm Selling Time |

Item Count 0

Sale $0.00 Tax $0.00 Total $0.00

Sale Press Enter to tender
[ Scan or Key tem -

.l esc] [ F1 | F2 ] vz ] F4]| rs s | FTI Fs” F9]F10 Fi1Fie]

Emm Help. Lywaysm Retur ltem  Cust
ction mqry Md Search Search

Employee ID for Register
= Enter Employee ID

Register 1 [ Northpark 6/11/2006_6:31

Figure 5-1: Employee Selection Screen (left) - Register Screen (right)

2. Store21 prompts for the employee ID and password:

Overview 79



Chapter 5: Inventory Control Store21® 4.71

IF... THEN...

accessing [F12], Menu, from the a. The color of the focus bar changes to

Employee Selection screen blue and prompts for the Employee ID.
Employee ID for Menu 100

[EZEnter Employee ID

Figure 5-2: Focus Bar Prompt for Employee ID
b. Enter your Employee ID and press

[ENTER]. The focus bar prompts for
the Password.

Employee ID for Menu
9= Enter Password

Figure 5-3: Focus Bar Prompt for Password

c. Enter your password and press

[ENTER].
accessing [F12], Menu, from the a. The System Security input form

Register screen displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

Continue

Figure 5-4: System Security Input

b. Key in the Employee ID and Password
and press [ENTER].
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The Top of Menu displays.

Top of Menu

Customer Information...

Electronic Journal
Employee Information...
Intranet Browser

Inventory Control...

Layaway Maintenance
Opening Screen

-

Employee  Highlight To Select
Selection Choice

Figure 5-5: Inventory - Top of Menu

3. Highlight Inventory Control and press [ENTER].

The Inventory Control Menu displays.

Top of Menu l
Inventory Control... I

ltem Inquiry

Layaway Inventory Audit Report
Receiving

Location Summary Report
Shipping

Inventory Adjustment Screen

-

: B2 B9 ESE
S

Back 1 Highlight To Select
Menu Choice

| Damage Disposition Maintenance

Figure 5-6: Inventory Control Menu
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Access the Item Inquiry Screen

Look up the identification, pricing, attributes, quantity, and other item information about any
item in the inventory at the Item Inquiry screen. Store21 updates the Inventory Values as
items are sold, returned, shipped out, or received into the store. Updates to the Item
Information are downloaded from the home office each day.

See also: “Access the Inventory Control Menu” on page 79.

1. From the Inventory Control Menu, highlight ‘Item Inquiry’ and press [ENTER].

The Item Inquiry screen displays with the Item Search form.

Item Search %

Item ID:
UPC:
Description:
Style:
Department:

Class:

Vendor:

el Fifrofrsfrafirsfre] e s

Cancel Help Clear ListAll Execute
Search Search Search

Figure 5-7: Item Search Form

2. Do one of the following:

e In the Item Search window, key in search parameters in the Item ID, UPC, or
Description fields. Or press [F2], Lookup, for the Style, Department, Class and
Vendor fields, then select the search criteria from the list window.

When all criteria have been entered, press [F8], Execute Search.
e Press [F7], List All.
The Item List displays.

SEARCH100

Select from List

Department /  Regular
Item 1D UPC Item Description Style Dimensions Class Price
0140700 Shoes i Grey/Mavy/5 5/ 69.99
0394001 Youth Pant Clothing MawyYouth Lf 34.99
0404004 Senior Pant Clothing Mawy/L/ 3499
0410502 Microfitted T-Shirts Blue/L/ 2299
0860101 %J-13 Soxs Clothing White/Nns 12 1493 ==

1000 Cell Phone Black/2/ 1000/1000 299.99
1000133 14KTY'G MOTHER RING BLACKAMO/  225/225 400 00
1000197 14KY 4CT S-LNK DIA NCK BLACKA0/  257/267 7.575.00
1000240 14KT WG 3/8CT BS SOL BLACKA0/  103/106 1.775.00
1000259 14KT YG ONYX DIA BLACKA0/  239/237 900.00
1000455 14KY 20" DESIGN FLEX H BLACKAMO/  321/322 28500

1000491 14KY BTOPAZ/DIA PENDAN BLACKA0/  301/357 125.00

Cancel Highlight Choice To Continue

Figure 5-8: Item Inquiry List
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3. Highlight the appropriate item and press [ENTER].
The Item Inquiry screen displays the item information.

Item Inquiry

Item ID: 101
10 K Garnet/Dia Ring
Class1: 20 ALL COCKTAIL RINGS
Class2: 381 LDS GARNET RINGS

Vendor:
| Future Price Events

Effective Event Description

1 New Tasks-Go to BackOffice |Ben
Regular Price: 129.99 '
Comp. Price: 0.00
Color: BLACK H
Size: 10 | NZ035E's 020 3

Inventory Values

Inventory Location

uam:i .

On Hand Qty
Layaway
In Transit
Damaged

-1

0
0
0

|E9c| F1J F2 | F3 | F4

Search Help Item
Item Movemnt

F5 | F6 | F7 | F8 |F9IF10IF11IF12|

On Hand Locator Group Kit Sales Register
Lookup Pricing

Figure 5-9: Item Inquiry Maintenance Screen

4. From the Item Inquiry Maintenance screen, use the function buttons to view additional

information about an item:

e Press [F3], Item Movement, to view sales transactions for the item.

e Press [F6], On Hand Lookup, to view company-wide inventory count.

e Press [F7], Locator, to view inventory counts at other company locations.

e Press [F8], Style Info, to view inventory for specific styles/sizes of an item.

e Press [F9], Group Pricing, to view what items are grouped with an item.
e Press [F10], Kit Sales, to view items included with this one in a kit.

Note: Some of these functions require additional services from the home office, and may

not be available.

Access the Item Inquiry Screen
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Track an Item’s Movement

Item movement is a list of sale and/or return transactions for an item.

See also: “Access the Inventory Control Menu” on page 79.

1. From the Item Inquiry screen with the item displayed, press [F3], Item Movement.
The Item Movement screen displays.

ltem | Martha Manager (100) |18 =4

ITEM MOVEMENT FOR ITEM - 012569101326 Superman DVD

Transaction M t M t Code D ipti Serialized Structure Id o]
ID Date Code ltem Id

38753 08/04/2006 14:34:36 SA Sales ONHAND
38753 08/04/2006 14:34:36 RT Returns ONHAND
38746 08/04/2006 141041 SA Sales ONHAND
38744 08/04/2006 14:0802 SA Sales ONHAND
38742 08/04/2006 14:00:35 SA Sales ONHAND

1

ES R A E 3 N E 8 E R S E R E |

Return Help Scroll  Scroll ScrollUp Scroll Register
Left Right Down

Figure 5-10: Item Movement Screen

e Press [F3], Scroll Left, and [F4], Scroll Right, to view the entire item’s data.
e Press [F5], Scroll Up, and [F6], Scroll Down, to scroll through the items.
2. Press [ESC], Return, to return to the Item Inquiry screen.

Find an Item at Another Location

Item Locator provides the ability to query the home office for availability of an item that is
not in stock at this location. The Item Locator function requires specific home-office systems
and configurations, and may not be available.

See also: "Access the Item Inquiry Screen” on page 82.

1. From the Item Inquiry screen with the item displayed, press [F7], Locator.

2. Store21 sends the request to the home-office system, and displays a Please Wait

Please Wait |

Querying Home Office

message.

1000721
14K.1.01CT.HS.

Figure 5-11: Please Wait Message
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3. If the item is found, the Item Inquiry screen displays with the store addresses where the
item is currently in stock.

Item | Martha Manager {100} |18 =~

1000721 : 14K.1.01CT.HS.
Found At Store(s)

|»

Store Store Qly Store Phone
No Name Address No
29 Blue Ridge 2 321 Blue Ridge Bhed., 816-358-4300

4200 Blue Ridge Mall,
Kansas City, MO B4133-1612.

32 Buckingham Sq 1 1206 5. Hawvana, 303-7bb-4444
Aurora, CO §0012-4040.

38 Miller Hill 2 1600 Miller Trunk Huwy, 218-727-8391
Duluth, MM 55811-5606.

A0 Crossroads OK 3 Unit H-2020, 405-631-2309
7000 Crossroads,
Oklahoma City, OK 73149-4231.

Escl F1JF2{ F3} F4 F5 | F6 | F7 | F8 F9 JF10§ F11§ F12

Return Help Print Scroll Up Scroll
Down

E

Figure 5-12: Item Locator Screen

e Press [F5]/[F6] to scroll the report up/down.
e Press [F4], Print, to print the report.

e Press [ESC] to return to the Item Inquiry screen.
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View Style Information

Style Information is a grid that shows the current quantities of an item that is on-hand, on
layaway, on order, damaged, or has been returned. The screen shows the item with two
attributes, such as color and size. This example shows an item that comes in 13 colors and

many sizes.

See also: “Access the Item Inquiry Screen” on page 82.

1. From the Item Inquiry screen with the item displayed, press [F8], Style Info. The

Select Quantity Type list displays.

INWYT200

On Hand Qty
Layaway
In Transit

Damaged

Returned Merchandise

EH BE EEE

Cancel

Highlight Choice

Select Quantity Type

To Select

Figure 5-13: Style Information Select Quantity Type List

2. Highlight the appropriate information type and press [ENTER]. The Style Information
Inventory screen displays.

Item | Martha Manager {100} |18 =
StyleDVD - DVD (ONHAND)
[ e |
COLOURLASIZE 10 | 10B | 10C | 10D | 10E |1OEE|IOEEE| 10H [1OHB|IOHC[10HD]I10HE ||
PURPL 0 1] 0 0 0 0 0 0 0 0 0 0 C
RED 0 1] 0 0 0 0 0 0 0 0 0 0 C
ROSE 0 1] 0 0 0 0 0 0 0 0 0 0 C
RUST 0 1] 0 0 0 0 0 0 0 0 0 0 —
RYBLU 0 1] 0 0 0 0 0 0 0 0 0 0 C
SHOE 0 1] 0 0 0 0 0 0 0 0 0 0 C
STRPE 0 1] 0 0 0 0 0 0 0 0 0 0 C
TAN 0 1] 0 0 0 0 0 0 0 0 0 0 C
TANPT 0 1] 0 0 0 0 0 0 0 0 0 0 C
TURQ O 1] 0 0 0 0 0 0 0 0 0 0 C
VR 0 1] 0 0 0 0 0 0 0 0 0 0 C
WHITE 0 1] 0 0 0 0 0 0 0 0 0 0 C
YELOW 0 1] 0 0 0 0 0 0 0 0 0 0 C
-
| Al I 2
El F1JF2{ F3 ] F4 F5 | F6 | F7 | F8 F9 JF10§ F11 ] F12
Cancel Help Quantity Scroll  Scroll
Style Info Type Left Right

Figure 5-14: Inventory Control - Style Information Inventory Report
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3. Use the function buttons to scroll or exit the report.
e Press [F3]/ [F4] to scroll the report right and left.

e Press [F2], Quantity Type, to re-display the Select Quantity Type list where you
can make another Quantity Type selection.

e Press [ESC] to return to the Item Inquiry screen and select another item to search.

Physical Inventory

Record physical inventory counts through the register. Store21 can generate and print count
sheets, work sheets, and variance reports.

Inventory Count Requests

Count requests can be initiated at the store level or from the home office.

See also: “Access the Inventory Control Menu” on page 79.

1. From the Inventory Control Menu, highlight Inventory Counts and press [ENTER]. The
Inventory Counts menu displays.

Top of Menu |
Inventory Control... |
8

Count Request

Count Entry

Post Count Variance
Count Event Worksheet
Count Entry Report
Count Variance Report

Back 1 Highlight To Select
Menu Choice

Figure 5-15: Inventory Counts Menu - Count Request

2. Highlight Count Request and press [ENTER].
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The Count Request screen displays with the Request Search form.

Count Request O

| [ Inventory Count
- Request Search |

L -

Count Date: 00/00/0000

Inventory Number:

Status:
Count Type:

ec e el sl eafflesfrsferf o)

Cancel Help Add Clear ListAll Execute
Search Search Search

Figure 5-16: Count Request Screen

3. Use the search form to find an existing Count Request (See _Find a Count Request
below.) or to add a new one (See "Add a Count Request” on page 90)

Find a Count Request

1. From the Inventory Count Request Search form, enter search criteria. To view all
requests, press [F7], List All.

SEARCH100
Select from List

Count Date Inventory Number Status Count Type

Cycle Count

Cancel Highlight Choice To Select

Figure 5-17: Inventory Count Request List

2. Highlight the appropriate request and press [ENTER].
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The Count Request screen displays, and the focus bar prompts for the item number. At
this point, you are creating the list of inventory items to be counted.

Count Request | [0

[ Inventory Number [ Count Date | Count Type | Status | Last Snapshot Date_|
‘ 2 | 05/21/2006 | Cycle Count | Open | Mo Snapshot |

Item ID Item Description

Total ltems: 0

Enter ltem

E“ Flr2 e ra]|rs|rs | r | re ]| ro |Fio]F11]F12]

Exit Help  Find ltem Delete  Delete Save Item Select Register
Item Doc Search Items

Figure 5-18: Count Request Screen

3. Scan, or key in the item number, and modify the lines entered as necessary:
e Use the [F9], Item Search, to locate an item number.

e Use the [F10], Select Items, to locate an item by Vendor ID, Style ID, Class 1,
and/or Class?2.

e Press [F6], Delete Item, to delete an item from the list.
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Add a Count Request

1. From the Inventory Count Request Search form, press [F5], Add, to add a Cycle Count
or a Physical Count Request.

Count Request Cef

‘ oy Inventory Count
-~ Request Search

Count Date: 00/00/0000

Inventory Number:

Status:
Count Type:

B EEEHEREE

Cancel Help Add Clear ListAll Execute
Search Search Search

Figure 5-19: Count Request Screen

2. The Count Request screen displays with an Inventory Data Entry form.

Count Request | 1 New Tasks-Go to BackOffice [T eh

Inventory Number: |
*Count Date:(00/00/0000

*Required Field

E“ Filr2 | rs]ra]|rs|rs | rr | rs]|rolrio]rie]Fi2}

Cancel Help Save Register

Figure 5-20: Inventory Data Entry Form

Note: If you do not enter a number into the Inventory Number field, Store21 will assign
an Inventory Number to the Count Request.

3. Key in the Count Date and press [F8], Save.
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A Save Changes confirmation prompt displays.

Save Changes?

i o

Yes No

Figure 5-21: Confirmation Message

4. Press[Y], Yes.

The Count Request screen displays, and the focus bar prompts for the item number. At
this point, you are creating the list of inventory items to be counted.

Count Request | [0 ep

Inventory NHumber [ Count Date | Count Type | Status. [ Last Snapshot Date
2 [ 082172006 | Cycle Count | Qpen | Mo Snapshat

Item ID Item Description

Total ltems: 0

Enter Item

[Ese] (el el e T e J [ re [ e [ o} (o [rioria]Fee]

Exit Help  Find Item Delete Delete  Save ltem  Select Register
Item Doc Search ltems

Figure 5-22: Count Request Screen

5. Scan, or key in the item number, and modify the lines entered as necessary:
e Use the [F9], Item Search, to locate an item number.

e Use the [F10], Select Items, to locate an item by Vendor ID, Style ID, Class 1,
and/or Class2. See "Select Items” on page 93 for more information.

e Press [F6], Delete Item, to delete an item from the list.
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6.

7.

8.
9.

Press [F11], Snapshot, to capture the list. A confirmation prompt displays.

Count Request |

[0

[ Inventory Number | CountDate | Count Type | Status

Last Snapshot Date
psi

| 4 | osi01/2006 | Cycle Caunt | Open

Mo Snapshot

Item ID Item Description

1000767 14K TT.1.02CT. OVAL
202070004

INVENTORY280

take a snapshot?
snapshot has been taken.

K &

Total ltems: 2 Yes No

Enter Item
f Scan or Key Item

Are you sure you want to

ltems can no longer be added once a

(o] (el el o e ) (el re [ e [ o} [Fo frroria]ree]

Exit Help Find Item Delete Delete Save
Item Doc

Item Select Snapshol Register
Search Items

Figure 5-23: Inventory Count Request Snapshot Confirmation Message

Press [Y], Yes, or [N], No:

e If you select Yes, Store21 saves the list, and no other items can be added. A

confirmation message displays.

INVENTORY 100

Inventory Snapshot taken

successfully.

To Continue

Figure 5-24: Snapshot Confirmation Message

e Select No to be able to add/delete items from the list later.

Press [F8], Save, to save the list.

Press [ESC] to return to the Count Request screen.
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Select Items

Use the Select Items function to open a Selection Criteria Data Entry form when adding items
to inventory Count Requests or Count Sheets.

1. With the Count Request screen displayed, press [F10], Select Item.

Count Request | [0 D
[ Inventory Number | CountDate | Count Type | Status | Last Snapshot Date |
| 2 | 05/21/2006 | Cycle Count | QOpen | Mo Snapshot |

Item ID Item Description

Total Items: 0

Enter Item
t Scan or Key Item

E’l 1] r2 F3lﬂ]| F5I FEl FTI F8|| F9IF1U|F11IF12|

Exit Help Find ltem Delete Delete  Save Item Select Register
item  Doc Search Items

Figure 5-25: Count Request Screen

The Enter Selection Criteria Data Entry form displays.

Count Request | 100

| Inventory Number | Count Date | Count Type | Status | Last Snapshot Date
[ 2 | 052172006 Cycle Count | Open [ No Snapshot

Item ID Item Description

I Enter Selection Criteria |
Vendor ID: | || |
Style ID: | || |
Class1: | || |
Class2: | || |

Ejl 2R E A E D EE D E R E

Cancel Help  Lookup Search Select All Register

Figure 5-26: Count Request - Criteria Selection Form
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2. All of the fields have associated lookup lists:

Vendor ID

a. To search by Vendor ID, put the cursor in the Vendor ID field and press [F2],
Lookup. The Vendor ID list displays.

Vendor id lookup.

S [s]s}

TipTop Tailor

Associated Tailoring

Swiss Waich Tech Center
United Authorized Service Cent
Premier Tailors

Daniel Mink Apparel

MNAVWA Service

Swiss Army Brands Service
DOWNEY DESIGNS INT'L INC

Cancel Highlight Choice To Select

Figure 5-27: Vendor ID List

b. Highlight the appropriate vendor and press [ENTER]. The Vendor ID and the
Vendor’s name appear in the Enter Selection Criteria.

Style ID

a. To search by Style ID, put the cursor in the Style ID field and press [F2], Lookup.
The Style ID list displays.

Style ID Lookup

000_gift Assorted Gifts
000_Hallmark Hallmark Greetings
000_sculpture Brass Sculpture
000_Shoebox Shoebox Greetings
|_winterscene Winter Snow Scene
001_Citizen Citizens Watch

001_ManBoliva  Man's Baliva

Cancel Highlight Choice To Select

Figure 5-28: Style ID List

b. Highlight the appropriate style and press [ENTER]. The Style ID code and the
description appear in the Enter Selection Criteria.

94 Physical Inventory



Store21® 4.71 Shipping, Receiving, and Inventory Manual

Class1

a. To search by Classl, put the cursor in the Class1 field and press [F2], Lookup. The

Classl1 list displays.

ltem Class1 lookup.

SMALL SOLITAIRES

BULK ITEMS

NATURAL STOMNE

PATIO FURNITURE
INSERTSMYRAPS

CHEMICALS

LOOSE DIAMONDS

MOUNTINGS

ALL COCKTAIL RINGS

PRECIOUS GEMSTONE JEWELRY

Cancel Highlight Choice To Select

Figure 5-29: Class1 List

b. Highlight the appropriate class and press [ENTER]. The Class1 code and the
description appear in the Enter Selection Criteria list.

Class2

a. To search by Class2, put the cursor in the Class2 field and press [F2], Lookup. The

Class?2 list displays.

VLD107

Class2 Lookup

GOOD FANCIES
BTR/BSTRD SOL
BTR/BST MQ SOL
PEAR/HRT. SOL
BTR/BST PR/HRT SOL
OVITR SOL
MULCH
QOVITR SOL
PEA GRAVEL

Cancel Highlight Choice To Select

Figure 5-30: Class2 List

Physical Inventory
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b. Highlight the appropriate class and press [ENTER]. The Class2 code and the
description appear in the Enter Selection Criteria list.
CountRRequest Oeh

Inventory Numbar [ Count Date | Count Type | Status | Last Snapshot Date
3 | 052272005 ] Cycle Count [ Open | Ho Snapshot
Item ID Item Description

Enter Selection Criteria
Vendor ID: ‘4122 | |N.Gogo|ick _Son Corp.

Style ID: ‘001_Citizen ”Citizens Watch

|
|
Class1: \48 ”MENS WATCHES |
|

Class2: | ||

Iﬂl FZI F3l F4IIEI FGI F7l FSII F9'F1OIF11IF1ZI

Cancel Help  Lookup Search Select All Register

Figure 5-31: Count Request - Selection Criteria

3. Press [F8], Search. A confirmation prompt displays.

INVENTORY 220

Items added by this
method cannot be undone.

Do you want to continue?

&

Yes No

Figure 5-32: Inventory Count Request Confirmation Message

Press [Y], Yes. The item(s) is added to the Count Request screen.
Continue to query the system until all items are included on the Count Request.

Press [F8], Save, to save the Count Request.

N e un s

Press [ESC] to return to the Inventory Count Search screen.
Count Request Cef

Inventory Count

Request Search

Count Date: 00/00/0000
Inventory Number:

Status:
Count Type:

ecffl 1 f e feseafff s s [ rr ] vs]

Cancel Help Add Clear ListAll Execute
Search Search Search

Figure 5-33: Inventory Count Request Search Screen
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Edit/Delete Count Requests

Add or delete items from count requests, or delete the entire request document.

1. Locate the Inventory Count Request to be changed.

Count Request Ceh
[ Inventory Number | Count Date | Count Type | Status | Last Snapshot Date |
| 4 | 08012006 | Cycle Count | Open | &212006932pm |
Item ID Item Description
1000767 141 TT.1.02CT.OVAL
202070004 Firefly Rollerblade

Total ltems: 2

Enter Item

Igll Flr2 e ra]|rs)rs | 7| e ]| Fo friofFi1]Frz]

Exit Help Find ltem Delete Delete Save Item Select Snapshoi Register
Item Doc Search Items

Figure 5-34: Inventory Count Request with Items

2. Use the up/down arrow keys to highlight an item on the list, or use the function keys to
search for items:

e Press [F2], Find Item, to display an Item ID Input form.

Select

ltem ID

E Enter

Cancel Continue

Figure 5-35: Item ID Input Form
e Key in the Item Number and press [ENTER]. The Item on the Count Request is
highlighted.
3. Press [F6], Delete Item, to remove the highlighted item from the Count Request.

4. To add new items, scan or key in the item number at the focus bar, or use the function
buttons to search for items:

e Press [F9], Item Search, to display the Item Search form.

e Press [F10], Select Items, to display the Selection Criteria Data Entry form. See
“Select Items” on page 93.
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5. To delete the entire document, press [F7], Delete Doc. A confirmation prompt displays.

Are you sure you want to
Delete this count request?

S

Yes No

Figure 5-36: Delete Count Request Confirmation Message

The Count Request is deleted from the system.

Print the Count Event Worksheet

Once the list of items on the Inventory Count Request is complete, print the worksheet.
See also: "Access the Inventory Control Menu” on page 79.

1. From the Inventory Control Menu, highlight Inventory Counts and press [ENTER]. The
Inventory Counts menu displays.

Top of Menu s
Inventory Control... t
Inventory Counts... I

Count Request

Count Entry

Post Count Variance
Count Event Worksheet
Count Entry Report
Count Variance Report

|
B DK ESE

Back 1 Highlight To Select
Menu Choice

Figure 5-37: Inventory Counts Menu - Count Event Worksheet

2. Highlight Count Event Worksheet and press [ENTER].
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The Count Event Worksheet screen displays and prompts for an Inventory Request

Number.

Count Event Worksheet |

[TeD

Count Event Worksheet

Inventory Request Number

Note: Leave blank for all

Exit Help Search View  Print

E” F1IF2I F3IF4||F5IFEI F7|F8||F9]F10]F11]m]

Register

Report  Report

Figure 5-38: Count Event Worksheet Selection Form

3. Press [F7], View Report. The Count Event Worksheet displays.

Count Event Worksheet

Oep

Inventory Number: 4

Circle Inventory Type: ONHAND

Quantity  Item ID

Count Event Worksheet

Enter Zone:

LAYAWAY ~ DAMAGED

Item Description

209
Class2: OVITR SOL

Quantity Item ID

\WHT Cardin Drss Shirt

Item Description

1000767
Class1: Hockey Skates
Class2:

14KTT 1.02CT.OVAL

Quantity Item ID Item Description
202070004 Firefly Rollerblade
Page 2 of 3 Date/Time: 5/21/2006 9:04:03 AM Store 37: Northpark =
|E9c FIJF2y F3yF4A | F5|F6 | F7 | F8 ]| Fo |Fi0f Fi1}F12
)
Select Help Previous  Next Print Register

Criteria

Report

Figure 5-39: Inventory Count Worksheet

4. If all Inventory Count Worksheets are selected from the Data Entry form, use the [F3],
Previous, and [F4], Next, function buttons to scroll through all worksheets.

5. Press [F8], Print Report, to print the worksheet.
6. Press [ESC] to return to the Count Event Worksheet Selection form.

Physical Inventory
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Inventory Counts and Adjustments

Take a physical count of inventory and submit the information into the Store21 database.
Record the counts on the Count Worksheets and manually key the information into Store21,
or enter the data into the system with Handheld Scanners or Personal Data Terminals (PDT).
The handheld scanners and Personal Data Terminals are optional equipment, and customized
for each customer. The instructions to use these devices are not included in this manual.

See also: “Access the Inventory Control Menu” on page 79.

1.

From the Inventory Control Menu, highlight Inventory Counts and press [ENTER]. The
Inventory Counts menu displays.

Top of Menu |
Inventory Control... '
3 Inventory Counts...

Count Request

Count Entry

Past Count Variance
Count Event Worksheet
Count Entry Report
Count Variance Report

= OE T

Back 1 Highlight To Select
Menu Choice

Figure 5-40: Inventory Counts Menu - Count Entry

Highlight Count Entry and press [ENTER]. The Inventory Count Request Search form
displays.

Count Request Cef

Inventory Count

Request Search

Count Date: 00/00/0000
Inventory Number:

Status:
Count Type:

ecffl 1 f e feseafff s s [ rr ] vs]

Cancel Help Add Clear ListAll Execute
Search Search Search

Figure 5-41: Inventory Count Request Search Screen
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3. Use the search form to identify the appropriate Count Request and press [ENTER].

SEARCH100

Select from List

Count Date Inventory Number Status Count Type
Cycle Count
Cycle Count

Cancel  Highlight Choice To Select

Figure 5-42: Count Request List

An input form displays for the zone to be counted.

Fﬁease enter Zone to be
counted for Count Request
2

Cancel List All Continue

Figure 5-43: Inventory Count Zone Input

4. Key in the Zone (from the Count Worksheet) and press [ENTER]. The Select Inventory
Type list displays.

Please Select Inventory Type

On Hand Qty

[of: 1, 1.7] Highlight Choice To Select

Figure 5-44: Inventory Type List

5. Highlight the appropriate Inventory Type and press [ENTER].
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The Inventory Count Entry screen displays.

Count Entry D

Inventory Number _| Zone [ inventory Type | Expected liems | Expected Quant
4 | 5 | OMHAMND | 4 0

Item Number Item Description Quantity

Total Items Counted: 0 Total Quantity Counted: 0

Enter Item

|§“ﬂ] A B 0NE B E R EEE

Exit Help MNew Clear Edit Save Item Register
Zone Zone ltems Search

Figure 5-45: Inventory Count Entry Screen

6. Scan or key in the item number and press [ENTER].

The item appears on the screen with a default quantity of '1’, and the focus bar prompts
for the quantity or next item number.

Count Entry e
Inventory Number | Zone [ Inventory Type [ Expecteditems | Expected Quanti
4 | 5 | ONHAND | 4 0
Item Number Item Description Quantity
209 VWHT Cardin Drss Shirt 1

Total Items Counted: 1 Total Quantity Counted: 1

Enter Quantity or Item

T Scan or Key ltem

E’l 213 3R A B85 EE S E R EE

Exit Help Hew Clear Edit Save Item Register
Zone Zone  Items Search

Figure 5-46: Inventory Count Entry Screen

Press [F8], Save, to save the data.

Continue entering inventory item number and quantities from the Count Worksheet.

Use the function buttons to change or clear zones, change the Inventory Type, or edit

Press [F5], New Zone, to enter inventory counts from a different zone.
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e Press [F6], Clear Zone, to delete all items entered from the count worksheet. A
confirmation prompt displays. Press [Y], Yes. All items in this zone are deleted.

Are you sure you want to
delete all items from this
count sheet?

Choose Yes to Delete. Choose No to
Cancel.

&

Yes No

Figure 5-47: Clear Zone Confirmation Message

e Press [F7], Edit, to change the item quantity.
e Press [ESC], Finish Editing, to return to the Count Entry screen.

Post Inventory Count

Posting the inventory count will send the information to the home office during the polling
process at the end of the business day.

See also: “Access the Inventory Control Menu” on page 79.

1. From the Inventory Control Menu, highlight Inventory Counts and press [ENTER]. The
Inventory Counts menu displays.

Top of Menu '
Inventory Control...

4 Location Summary Report

5 Shipping

6 Inventory Adjustment Screen

7 Damage Disposition Maintenance
9 PDT Functions

10 Merchandise Out

S

Back 1 Highlight To Select
Menu Choice

Figure 5-48: Inventory Control Menu - Inventory Counts
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2. Highlight Post Count Variance and press [ENTER].

Top of Menu l
Inventory Control... |
Inventory Counts...

Count Request

Count Entry

Post Count Variance
Count Event Workshest
Count Entry Report
Count Variance Report

Back 1 Highlight To Select
Menu Choice

Figure 5-49: Inventory Counts Menu - Post Count Variance

The Inventory Count Request Search form displays.

Post Count Variance I 10D

Inventory Count
Request Search _
Count Date: 00/00/0000
Inventory Number:

Status:
Count Type:

B ERREE EEEE

Cancel Help Clear ListAll Execute
Search Search Search

Figure 5-50: Post Count Variance - Inventory Count Search Form

3. Enter the search criteria for the report:

e Key in the Count Date, Inventory Number, Status, or Count Type and press [F8],
Execute.

e Put the cursor in the Status or Count Type fields and press [F2], Lookup, to display
a lookup list.
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e Press [F7], List All, to see all requests.

SEARCH100

Select from List

Count Date Inventory Number Status Count Type
Open Cycle Count
In Process Cycle Count
Posted Cycle Count

Cancel Highlight Choice To Select

Figure 5-51: Inventory Count Request List

4. Highlight the appropriate count request and press [ENTER]. A confirmation prompt
displays.

Are you sure you want to
Post Inventory Request
Number 3?

This action cannot be reversed once
completed.

[

Yes No

Figure 5-52: Inventory Control - Post Variance Confirmation

5. Press [Y], Yes.
Store21 processes the information, and displays a message that the post is complete.

Post Variance Completed
for Inventory Request

Number 3.

To Continue

Figure 5-53: Inventory Control - Post Variance Completed Message

6. Press [ENTER]. The Inventory Counts menu displays.
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Process Damaged Items

The Merchandise Out and Damage Disposition functions allow stores to remove damaged
items from inventory. For items that are identified to be sent out of the store, Store21 adds
them to shipping documents for transfer out. All items marked for Damage Disposition
require a Control Number that is assigned by Store21.

Merchandise Out

Damaged items that are returned by customers through a Return transaction are assigned a
Damage Control Number that is used in the disposition process to track the items. Items
damaged at the store can be assigned a Damage Control Number by the Merchandise Out
function.

See also: “Access the Inventory Control Menu” on page 79.

1. From the Inventory Control Menu, highlight Merchandise Out and press [ENTER].

Top of Menu |
Inventory Control...

5 Shipping

6 Inventory Adjustment Screen
7

8

Damage Disposition Maintenance
Inventory Counts...
9 PDT Functions

10 Merchandise Out

11 Handheld Maintenance...

Back 1 Highlight To Select
Menu Choice

Figure 5-54: Inventory Control Menu - Merchandise Out

The Merchandise Out screen displays and prompts for the item number.

WMerchandise Out T [Oeb
Merchandise Qut

Damaged ltems:

Damage
Control
Number Date Item 1D Description Employee ID Damaged Reason

Item Count: 0

Damaged Item ‘
f Scan or Key Item

B E R E B | E R E R R ED R R

Exit Help Page Up Page Clear Save Register
Down

Figure 5-55: Merchandise Out Screen
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2. Key or scan the Item Number of the damaged item and press [ENTER].

The Damage Reason list displays.

WMerchandise Out | || EiEA]

Merchandise Qut
Damaged tems: | werciout200

[(’:ﬂo";frgf Select Merchandise Out Reason
Number aged Reason

Damaged

00000002

Cancel Highlight Choice To Select

Exit Help Page Up Page Clear Save Register
Down

Figure 5-56: Merchandise Out Reason List

3. Highlight the appropriate reason and press [ENTER].

A comment input form displays.

Merchandise Out | [0 en

Merchandise Out

Damaged ltems:
Damage

Control
Humber Return Comment amaged Reason

Enter Return Comment

Item Count: 0 5

Cancel

ENIE R R R E D EE R EEE

Exit Help Page Up Page Clear Save Register
Down

Figure 5-57: Merchandise Out - Comment Input Form

Process Damaged Items
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4. Key in comments about the damaged item and press [F8], Save. The item and the
comment appear on the Merchandise Out screen.

Merchandise Out | |0eb
Merchandise Qut

Damaged ltems:

Damage
Control
Number Date Item 1D Description Employee ID Damaged Reason

00000002 5/21/2006 209 WHT Cardin Drss Shirt 100 Damaged
00000003 5/21/2006 210 Pierre Cardin Suit 100 Damaged

Item Count: 2

Damaged Iltem |
£ Scan or Key Item

E‘I F1l F2] F3' F4II Fﬁl FBI FTI F8]I F9|F10]F11IF121

Exit Help Page Up Page Clear Save Reqgister
Down

Figure 5-58: Merchandise Out Screen with Damaged Items
5. Repeat steps 2 through 4 for each item to add to the damage list. The item(s) appears
on the Merchandise Out screen, each with its own Damage Control Number.
e Press [F3], Page Up, or [F4], Page Down, to scroll through the list.

e Press [F6], Clear, to remove an item from the list. Highlight the appropriate item to
delete and press [ENTER]. The item is removed from the screen.

6. Press [F8], Save.

Only items that are saved can be included on a Damage Disposition. A separate
‘Damaged Receipt’ prints for each item, and the system prompts to remove the receipt
from the printer.

Remove receipt from
printer then press Enter.

To Continue

Figure 5-59: Merchandise Out - Removed Receipt Message

7. Press [ENTER].

The system returns to the Inventory Control menu. The next step is to process the
damaged item through Damage Disposition Maintenance.
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Damage Disposition

Maintenance

The Damage Disposition process starts with a collection of damaged items that have been

assigned Damage Control Numbers by Store21. Assignh a disposition action to each item.

Once all items are processed they are posted and the items are removed from inventory.

See also: “"Access the Inventory Control Menu” on page 79

1. From the Inventory Control Menu, highlight Damage Disposition Maintenance and

press [ENTER].

Figure 5-60: Inventory Control Menu - Damage Disposition Maintenance

The Damage Disposition screen displays and prompts for the Control Number.

Top of Menu |
Inventory Control...

5 Shipping
6 Inventory Adjustment Screen

T Damage Disposition Maintenance

8 Inventory Counts...

9 PDT Functions
10 Merchandise Out
11 Handheld Maintenance...

-

Back 1 Highlight To Select

Menu Choice

Damage Disposition

Damage
Control
HNumber Date

Damage Disposition Maintenance

Employee

Damaged ltems:

Ship
Item ID Description ID Disposition Code Type Ship To

Item Count: 0

Damaged Item
t Enter Control Number

.

E‘l 2 2 3B 33 B EEE S RN R EE

Exit Help

Page Up Page Quick  Clear Toaagle Post  Register

Down Report

Item

Figure 5-61: Damage Disposition Screen - Control Number Prompt

2. Scan or key in the Damage Control Number as shown on the ‘Damaged Receipt’ and

press [ENTER].
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Notes: If the Damage Control Number is not available, press [F9], Toggle Item, to
change the focus bar prompt to accept the Item Number - the item must already
have been Merchandised Out for the system to accept this Item Number.

Damage Disposition | |00 eD
Damage Disposition Maintenance

Damaged ltems:

Damage
Control Employee Ship
Number Date Item ID Description iD Disposition Code Type Ship To

00000002 5/21/2006 209 WHT Cardin Drss 100 Return to Vendor RTV 3502
Shirt

Item Count: 1

Damaged Item

T Scan or Key Item

E“ Filr2 | rs]ra]|rs|rs | rr ] rs ]| rofri0fri1]F}

Exit Help Page Up Page Quick  Clear Toggle Post  Register
Down Report Control #

Figure 5-62: Damage Disposition Screen - Item Number Prompt

e "“Merchandised Out” means that the damaged item has been processed out of
inventory.

The Damage Disposition Action list displays.

Damage Disposition | Tr [T
Damage Disposition Maintenance

Damaged ltems: DMGDSP100
D - i c
Carior Select Damage Disposition Action i
Type Ship Te

Number Dat

Return to Vendor

Ship to Warehouse

Send to Other Store

Return to Stock

Sell at Discount

Put on Clearance

Donate to Charity —
Destroy

Damaged E nn
t Ente Kii3

Cancel Highlight Choice To Select

Item Count:

Figure 5-63: Damage Disposition Action List

3. Highlight the appropriate action and press [ENTER]. An appropriate Ship To list displays
— its contents depend upon the Damage Disposition Action selected.

4. Highlight the appropriate Ship To location and press [ENTER]. The Ship To location
appears on the Damage Disposition screen.
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5. Continue to enter Control Numbers of other damaged items. The list of damaged items
appears on the Damage Disposition screen.

The Disposition Code is pre-determined, based upon the Damage Reason Code assigned
when the item was returned by a customer or when it was processed through
Merchandise Out.

Damage Disposition | T New Tasks-Go to BackOffice [TTeh
Damage Disposition Maintenance

Damaged ltems:

Damage
Control Employee Ship
Number Date Item ID Description 1D Disposition Code Type Ship To

00000002 5/21/2006 209 WHT Cardin Drss 100 Return to Vendor RTV 3502
Shirt

Item Count: 1

=

Damaged Item
¢ Enter Control Number ‘

E’l Fifr2 sl ra )| rsfre | Fr | e ]| Fo fFi0]F11]Fi2]

Exit Help Page Up Page Quick  Clear Toggle Post  Register
Down Report Item

Figure 5-64: Damage Disposition with Items

6. Press [F11], Post, to reclassify the items as Damaged so they can be removed from
inventory. Once the items are posted, they no longer appear on the Damage Disposition
screen.

7. Press [F5], Quick Report, to print a Damaged Items Report on the report printer. This
report lists all damaged items that are still in the store. A confirmation does not display
on screen that this report is printed.

Note: Foritems that are to be shipped out, Store21 creates a Shipping Document with the
appropriate Ship To location, marks it as ‘In Process’, and populates the quantities
to ship.

Process Damaged Items 111



Chapter 5: Inventory Control Store21® 4.71

Print Inventory Reports

Several Inventory Reports and Worksheets are available. Access them from the Inventory
Control and Inventory Counts menus.

See also: “Access the Inventory Control Menu” on page 79.

1. From the Inventory Control menu, highlight Inventory Counts and press [ENTER].

Top of Menu i
Inventory Control... |

4 Location Summary Report
5 Shipping
6 Inventory Adjustment Screen

7 Damage Dispaosition Maintenance

8 Inventory Counts...

9 PDT Functions
10 Merchandise Out

= e e

Back 1 Highlight To Select
Menu Choice

Figure 5-65: Inventory Control Menu - Inventory Counts Menu

2. The Inventory Counts menu displays.

Count Entry Report

The Count Entry Report displays the inventory count of items Inventory Count Request
number and by Zone.

1. From the Inventory Counts menu, highlight Count Entry Report and press [ENTER].

Top of Menu I
Inventory Control... i
Inventory Counts... |
8

Count Request

Count Entry

Post Count Variance
Count Event Worksheet
Count Entry Report
Count Variance Report

Back 1 Highlight To Select
Menu Choice

Figure 5-66: Inventory Counts Menu - Count Entry Report
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The Count Entry Report search form displays.

2. Key in the Inventory Number and/or the Zone, or leave the field blank to display all

Count Entry Report |

[T

Count Entry Report

Inventory Request Number

Note: Leave blank for all

Zone

Note: Leave blank for all

I F1l FZI F3l F4l| FSI FGI FTI FSII F9]F10]F11IF12]

Exit Help

Search View  Print
Report Report

Register

Figure 5-67: Count Entry Report - Search Form

information.

Count Entry Report |

1 New Shipping-Go to BackOffice

[=0eD

Count Entry Report

Inventory Number: 3
Zone: 1
Class1: LOOSE DIAMONDS
ClassZ: OV/TR SOL
Count ltemID

Inventory Type: ONHAND

Item Description

4 103
Class1: ALL COCKTAIL RINGS
Class2: LDS GARNET RINGS

Count ltemID

1.61CT. Oval

Item Description

5 101
Classt:

Count Item ID

10 K Garmet/Dia Ring

Class2: LAB CREATED EMERALD RGS

Item Description

10 102 14K Amethyst Ring
Page 10f2 Date/Time: 5/21/2006 11:21:44 Al} Store 37: Northpark
|Esc|| Fifr2 | ra)ra]|rs|rs | 7| ra ]| Fo frro]f F11]Fiz]
Select Help Previous  Next Print Register
Criteria Report

Figure 5-68: Inventory Control - Count Entry Report

Press [F3], Previous, and [F4], Next, to scroll through the list.

Press [F7], View Report, to display the report, or press [F8], Print Report, to

print it on the report printer.
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Count Event Worksheet

The Count Event Worksheet report lists the items to be counted according to the Count
Request. Use this document to assist in performing the physical inventory count.

1. From the Inventory Counts menu, highlight Count Event Worksheet and press
[ENTER].

Top of Menu |
Inventory Control... l
Inventory Counts...

Count Request

Count Entry

Post Count Variance
Count Event Worksheet
Count Entry Report
Count Variance Report

!Eﬂﬂm

Back 1 Highlight To Select
Menu Choice

Figure 5-69: Inventory Counts Menu - Count Entry Report

The Count Event Worksheet search form displays.

Count Event Worksheet T O
Count Event Worksheet

Inventory Request Number

Note: Leave blank for all

[esc[F1lr2drara ]| rshra | re | rs ]| Fo fr10] F11]F12]

Exit Help Search View Print Register
Report Report

Figure 5-70: Inventory Control - Count Event Worksheet

2. Key in the Inventory Request Number, or leave blank to display all items.
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3. Press [F7], View Report, to display the report, or press [F8], Print Report, to print it
on the report printer. You are not required to view the report before printing it

Count Event Worksheet Oeh
Count Event Worksheet =

Inventory Number: 4 Enter Zone:
Circle Inventory Type: ONMHAND  LAYAWAY  DAMAGED

Quantity Item ID Item Description
209 WHT Cardin Drss Shirt
Class2: OV/TR SOL

Quantity Item ID Item Description

1000767 1HCTT 1.02CT OVAL

Class1: Hockey Skates
Class2:

Quantity Item ID Item Description
202070004 Firefly Rollerblade
Page 2 of 3 Date/Time: 5/21/2006 9:04:03 AM Store 37: Northpark =
|E9c|| Fl e rsra][rs|rs | r | re ]| o fFro]F11]Fa2]
Select Help Previous Next Print Register
Criteria Report

Figure 5-71: Inventory Control - Count Event Worksheet

e Press [F3], Previous, and [F4], Next, to scroll through the list.

Count Variance Report

The Count Variance Report displays the variance between the inventory count of Store21 and
what is physically counted during the inventory. The items with variances can be identified
and recounted prior to submitting the inventory count (posting) to the home office.

1. From the Inventory Counts menu, highlight Count Variance Report and press
[ENTER].

Top of Menu |
Inventory Control... |
3 Inventory Counts...

Count Request

Count Entry

Post Count Variance
Count Event Worksheet
Count Entry Report
Count Variance Report

Back 1 Highlight To Select
Menu Choice

Figure 5-72: Inventory Counts Menu - Count Variance Report
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The Count Variance Report search form displays.

Count Variance Report | [ e

Count Variance Report

Inventory Request Number

Note: Leave blank for all

|E9c]| F1] FZl F3] F4l| F5] FE] F?] FSlI F9]F10'F11]F12’

Exit Help Search \iew Print Register
Report Report

Figure 5-73: Inventory Control - Count Variance Search Form

2. Key in the Inventory Request Number, or leave blank to display all items.
3. Press [F7], View Report, to display the report.

[Count Variance Report I [T
Count Variance Report =
Inventory Number: 3
Stock Inventory
Count Count  Variance Type Item ID Item Description
] NC 0 1000259 14KT YG ONYX DIA
0 5 5 ONHAND 101 10 K Garnet/Dia Ring
0 10 10 ONHAND 102 14K Amethyst Ring
] 4 4 ONHAMND 103 1.61CT. Oval
0 NC 0 104 Onyx\Gold Earr-Drop
Page 1 0of 2 Date/Time: 5/21/2006 11:10:14 AM Store 37: Northpark &
(esc]|Fi]r2 ] ra ] ra]|rs|rs | Fr ]| ra ]| rofFio]F11]Fr2)
Select Help Previous HMext Print Register
Criteria Report

Figure 5-74: Inventory Control Count Variance Report

e Press [F3], Previous, and [F4], Next, to scroll through the items on the report.

e Press [F8], Print Report, to print the report on the report printer.
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Layaway Inventory Audit Report

1. From the Inventory Counts menu, highlight Layaway Inventory Audit Report and
press [ENTER].

Top of Menu |
Inventory Control...

1 Item Inquiry

2 Layaway Inventory Audit Report

3 Receiving

Location Summary Report

Inventary Adjustment Screen

4
5 Shipping
6
7

Damage Disposition Maintenance

Back 1 Highlight To Select
Menu Choice

Figure 5-75: Inventory Control Menu

The Layaway Inventory Audit Report displays.

Layaway Inventory Audit | [Oeb
Layaway Inventory Audit Report
Total Items:2
Layaway ID Layaway
Line Customer Name Setup Date  Item ID Item Description
1Findley. Rebecca 0003700004 5/20/2006 305 Doc Martens - 1461Z
2 0003700004 204 BLK Givenchy Slack
Total Items: 2
Page 1 of 1 Date/Time: 5/21/2006 8:13:05 PM Store 3
|Escl| F1l FZI F3I F4I I F5l FGI FTI FBI I F9]F10]F11IF12]
Exit Help Previous MNext Scroll  Scroll Print Register
Left Right Report

Figure 5-76: Layaway Inventory Audit Report

2. Press [F3], Previous and [F4], Next, to scroll through the list.
3. Press [F5], Scroll Left and [F6], Scroll Right, to see all of the report details.
4. Press [F8], Print Report, to print it on the report printer.
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Location Summary Report

The Location Summary Report request lookups up the total quantity on of all items, by
Inventory Type, and provides the total retail value of the inventory.

1. From the Inventory Counts menu, highlight Location Summary Report and press
[ENTER].

Top of Menu '
Inventory Control...

1 Item Inquiry

2 Layaway Inventory Audit Report
3 Receiving

5 Shipping

6 Inventory Adjustment Screen

7 Damage Disposition Maintenance

= Ok =N

Back 1 Highlight To Select
Menu Choice

el D B W N =

Figure 5-77: Inventory Control Menu - Location Summary Report

Store21 displays a message while it compiles the data for the report.

Figure 5-78: Please Wait Message

The Location Summary Report displays.

Location Summary Report | =200
Location Summary Report
Inventory Type Counted Quantity Retail Price
OMNHAND 22 $3.274.85
22 $3,274.85
Page 1 of 1 Date/Time: 5/21/2006 11:15:49 AM Store 37: Northpark

I = R | R | T

Exit Help Previous Mext Print Register
Report

Figure 5-79: Inventory Control - Location Summary Report

2. Press [F3], Previous and [F4], Next, to scroll through the list. Press [F8], Print
Report, to print it on the report printer.
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