
The best way to review your Physical Inventory for a VENDOR ORDER is to: 
 

1. Click VENDOR button 
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Choose the VENDOR that you need to order from: 
 

1. Highlight the VENDOR on your list 
2. Click Vendor Inventory button (F3) 
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You will view all the items that this Vendor sells you. 

 
1. View details of each item by clicking tabs below (F3 — F7) of INFOBAR (at the top) 
2. Click Print button to view or print a Vendor Re-Order Report (i.e. Shopping List) 
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To Print a VENDOR RE-ORDER REPORT.... 
 

1. Click SELECT  
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To Print a VENDOR RE-ORDER REPORT.... 
 

1. Click YES to inactive inventory  
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By Printing or VIEWING a VENDOR RE-ORDER REPORT.... 
 
• You can see what items need ordering (Total Stock) 
• Which items have not been ordered in awhile and should be liquidated. (Last Received) 
• Have case costs and unit prices for review with Vendor salesperson 

 



1. Go to PURCHASING CENTER 
• To record physical inventory arriving at your store, you have 2 choices: 

2. Place a PURCHASE ORDER ahead of the delivery (pro-active) 
• This involves several steps and would allow you to fax or email a PO to the VENDOR. 

3. Receive Driver by creating a PO on the fly (reactive) 
• Most school stores choose this option, because it’s faster and more convenient. 
• Click Receive w/o PO (4 #) 
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Receive Without PO 
• The title is misleading. Here you will create a Purchase Order & Receive the items at the same time. 

1. Select a VENDOR by clicking browse button (F5) 
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Browse your Vendor List and Highlight the desired VENDOR 
1. Click Select 
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Once you have selected a Vendor 
1. A sequential PO# will appear. You can type in your own PO# if you wish. 
2. Enter the Invoice # 
3. Option—-> If there is a Freight Fee, you can add it here. 
4. Ignore all other fields. Click OK (F10).  
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You are now ready to create & receive a Purchase Order (PO) 
 
1. You can Scan a SKU (UPC Barcode) of Inventory Item (or package-box that it is delivered in) 
2. If you don’t have a scanner handy, click Add button (Keyboard shortcut = Insert button) 
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Once you have inserted a SKU, a PO (Item) Details Prompt Screen appears…. 
1. Insert the QTY to ORDER you are receiving (either in Each or in Case Packages), hit ENTER on keyboard. 
2. The QTY Received field will show the same QTY, hit ENTER on keyboard. 
3. The COST field will show current Cost (Each or Case). You may change it to match Vendor’s Invoice $. 
4. Click OK (F10) to save line item. Repeat for all items delivered. 
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Once you have finished your Receiving process: 
1. The  Grand Total should equal the Total $ of the Vendor’s Invoice. 
2. Click Save/Post PO button (F10) 
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Once you clicked Save/Post button (F10), a prompt alert screen will appear: 
1. Click Receive Now. 
2. Only Click Save if you are not finished receiving order.  

• This will give you the opportunity to finish the PO later (see: Purchase Center #3 Receive PO’s) 
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If you have changed any item costs a verify pricing alert screen will appear: 
• Here you will have the opportunity to view Original (Old) Costs & New2 Cost 
• You will have the option to adjust the retail price (Our Price) 
 
1. Click OK to Save. 
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A PO Receive Summary screen will appear: 
• Here you will have the opportunity to Print Labels,  
• Review Price Changes & Print them for Receiving Clerk 
• Review how Vendor Freight Fees effected the final costs (Landed Cost) of items 
1. Click Complete to Save. 
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To see the results of your purchasing history, go to INV. List (F9). Highlight a SKU received: 
1. In Physical Inventory Status box, double-click In-Stock # and view Physical Inv. History & Dates 
2. Or….Click Stock Tab below to view Physical Inventory  & P.O. Cost History 

• Manual Received Inventory refers to: 
⇒ Beginning year physical Inventory Count 
⇒ Any Inv. adjustments (damaged, theft,…) 
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To Adjust Physical Inventory (stock count) go to INV. List (F9) and highlight a SKU: 
 

1. Right Click highlighted item 
2. Choose Verify/Adjust Inventory from dropdown menu. 

• Click Verify Adjust 
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A Verify/Adjust prompt box will appear: 
 

1. Insert the new stock quantity and reason for adjustment 
2. Click OK to save. 
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A quick way to Verify/Adjust a lot of Inventory (new school year): 
1. Locate top Menu and Click Inventory. 
2. Highlight Physical Inventory 
3. Click RENCONCILE INVENTORY from Sub-Menu 

 
 



A Physical Inventory List screen appears: 
 

1. Scan a Barcode or type-in a SKU # 
2. If you don’t have a barcode scanner, click Tab, by description and type-in name. 
 

 
 



On Verify/Adjust prompt screen: 
 

1. Insert new Stock Count & Adjustment reason (optional) 
2. Click OK 
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To take a physical count on all or part (by Department) of your inventory: 
 

1. Click top menu, Inventory and drop-down menu highlight, Physical Inventory 
2. Click on Sub-menu, Physical Inventory List 
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To print a physical count sheet on all or part of your inventory: 
 

1. Click OK (Always ignore Sort Items Selection. The sort has been pre-set for you) 
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On Physical Count Report: 
 

1. Always Click Preview (so you will have an option to choose a department query) 
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On “Saved Queries” prompt, you have many options to choose from: 
 

1. You can create a New Query to output a count sheet a portion of your inventory. 
2. You can create a count sheet on all your inventory by clicking Close. 
3. You can select a pre-programmed query, representing a Department (Beverages) 

⇒ Students can perform cycle-counts on just a fraction of your inventory to determine shrinkage. 
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A physical stock count report: 
⇒ Can be run several times a day or week 
⇒ Is an excellent way to involve several groups of students in validating: 

• The Physical $ Value of the store. 
• Popular theft items (Internal or External Shrinkage) 
• Purchasing or Receiving Mistakes 


