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Audience

Preface

Oracle Retail Xstore is point-of-sale (POS) software. This guide describes the activities
supported by Oracle Retail Xstore.

This guide is intended for anyone responsible for inventory functions using the Xstore
system, including managers and store associates responsible for shipping, receiving,
and counting inventory.

Documentation Accessibility

For information about Oracle’s commitment to accessibility, visit the Oracle
Accessibility Program website at

http://www.oracle.com/us/corporate/accessibility/index.html.

Access to Oracle Support

Customers that have purchased support have access to electronic support at My
Oracle Support. For information, visit
http://www.oracle.com/pls/topic/lookup?ctx=acc&id=info or visit

http://www .oracle.com/pls/topic/lookup?ctx=acc&id=trs if you are hearing impaired.

Customer Support

To contact Oracle Customer Support, access My Oracle Support at the following URL:
https://support.oracle.com

When contacting Customer Support, please provide the following:

e Product version and program/module name

¢ Functional and technical description of the problem (include business impact)
¢ Detailed step-by-step instructions to re-create

¢ Exact error message received

® Screen shots of each step you take

Review Patch Documentation

When you install the application for the first time, you install either a base release (for
example, 15.0) or a later patch release (for example, 15.0.1). If you are installing the
base release and additional patch releases, read the documentation for all releases that
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have occurred since the base release before you begin installation. Documentation for
patch releases can contain critical information related to the base release, as well as
information about code changes since the base release.

Improved Process for Oracle Retail Documentation Corrections

To more quickly address critical corrections to Oracle Retail documentation content,
Oracle Retail documentation may be republished whenever a critical correction is
needed. For critical corrections, the republication of an Oracle Retail document may at
times not be attached to a numbered software release; instead, the Oracle Retail
document will simply be replaced on the Oracle Technology Network Web site, or, in
the case of Data Models, to the applicable My Oracle Support Documentation
container where they reside.

This process will prevent delays in making critical corrections available to customers.
For the customer, it means that before you begin installation, you must verify that you
have the most recent version of the Oracle Retail documentation set. Oracle Retail
documentation is available on the Oracle Technology Network at the following URL:

http://www.oracle.com/technetwork/documentation/oracle-retail-
100266.html

An updated version of the applicable Oracle Retail document is indicated by Oracle
part number, as well as print date (month and year). An updated version uses the
same part number, with a higher-numbered suffix. For example, part number
E123456-02 is an updated version of a document with part number E123456-01.

If a more recent version of a document is available, that version supersedes all
previous versions.

Oracle Retail Documentation on the Oracle Technology Network

Conventions

Oracle Retail product documentation is also available on the following web site:
http://www.oracle.com/technetwork/documentation/oracle-retail-100266.html

(Data Model documents are not available through Oracle Technology Network. You
can obtain them through My Oracle Support.)

The following text conventions are used in this document:

Convention Meaning

boldface Boldface type indicates graphical user interface elements associated
with an action, emphasis, or terms defined in text or the glossary.

italic Italic type indicates book titles, or placeholder variables for which
you supply particular values.

monospace Monospace type indicates commands within a paragraph, URLs,
code in examples, text that appears on the screen, or text that you
enter.
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About Shipping, Receiving, and Inventory

Overview

Xstore provides several functions to help you maintain your store’s inventory through
shipping, receiving, and counts. The information in this guide will help you understand
what shipping, receiving, and inventory functions are available, how to access the
functions you need, and how to use the processes for your business needs.

All merchandise items—whether entering the store through receiving and return
functions, or leaving the store through sales and shipping functions—are tracked using
an inventory process. This inventory tracking performs at the item level, resulting in an
audit trail from the time the item enters the store and continuing until the item leaves the
store.

How this Guide is Organized

e Chapter 2, “Receiving” provides information about processing a shipment that has
arrived in your store, including the actions you must take to add the received items
into your store inventory.

e Chapter 3, “Inventory Replenishment” provides information about reviewing, and
acting upon, suggested inventory orders created by the Home Office. The store can
approve and/or edit the suggested orders and submit them to the vendor. In
addition, this feature also gives stores the ability to create their own Inventory
Replenishment orders.

e Chapter 4, “Shipping” provides information about transferring physical inventory
to another store, vendor, warehouse, or customer. This chapter also includes
information about creating documents, such as packing slips and shipping labels
that are related to the transfer.

e Chapter 5, “Physical Inventory Counting” provides information about counting on-
hand merchandise and updating local inventory. Xstore provides three different
types of inventory counts to meet specific business requirements: Physical Count,
Cycle Count, and Supply Count. This chapter includes procedural information for
creating and finding the count documents, creating count sheets, counting the on-
hand merchandise, and entering the counts into the system.

e Chapter 6, “Location Based Inventory Functions” provides information about using
Location Based Inventory to track all merchandise items that leave or enter the store
by associating the items with a specific inventory location. This item movement is
tracked through Location IDs and Bucket IDs used to specify the physical location

and the current status of each item in inventory.

Note: For information about printing labels, refer to the Xstore Manager’s Guide.
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Overview

Receiving

The Receiving functions in Xstore allow you to process a shipment that has arrived and
record actions performed on it. The receiving Xstore options allow you to document
merchandise that has been shipped to the store from the home office or distribution
center and is accompanied by an advanced shipping notice (ASN) in a Receiving
Document.

Although Receiving Documents are usually downloaded from the home office, you can
also create a Receiving Document in your store.

A variety of shipment types may be received. They include shipments such as special
orders, work orders, orders, vendor shipments, store transfers, and inventory
replenishments. After a shipment arrives, you can count items, add comments, change
quantities, add cartons, and ultimately, close the receiving document. When the
receiving document is closed, inventory is updated.

Each Receiving Document has an identifying number for the entire shipment. Each
carton belonging to the shipment also has an identifying number. The Receiving
Document and carton numbers usually appear on a label or shipping document affixed
to each carton. A detailed list of the items in each carton is also sent.

You can also view and print a Receiving Exception Report. Refer to the Xstore Reports
Guide for more information about this report.

All receiving functions are accessed from the Back Office Menu.

Receiving 2-3



Accessing the Back Office

Accessing the Back Office

1. Select the Back Office option.

2. After logging in to the Back Office, select the Inventory option from the Main Menu
and press [Enter].

BACK OFFICE

Main Menu

| 1 Dashboard |

| 2 Flash Sales |

3 Inventary

| 4 Employee Maintenance and Payrall |
| 5 Manage Tills |
| [ Open/Close Options |
| 7 Tender Exchange |
| 8 Reports |
| ] Journal |
| a Custnmer Maintal nd Arconnt 103 =] |
A\~ 4

A A
Help Ok Register
Fi Entter Fi2

Figure 2-1: Back Office Main Menu

Tip: You can quickly select any menu option by pressing its associated number on
the keyboard. For example, at the Main Menu, press the number 3 on the keyboard
to display the Inventory options.

Note: Touch-screen users tap the item to select. See the Xstore Manager’s Guide for
Back Office touch-screen options.

3. At the Inventory menu, select the Receiving option and press [Enter].

2 Shipping

3 Inventary Replenishment

4 Inventory Adjustiment
& Mam Transfar
6 ltem Lockup
|l Imventory Count Options ] |
L Print Shalf Labala/Tickats

a Invintary Repars o

a 1| neatinn Baesd lw L]

ok
Erlex

Figure 2-2: Inventory Menu
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Receiving Document

4. If any Receiving Documents require your
attention (as determined by your store’s AT TR T bt eerte 8 .
policies), Xstore lists the documents that
require follow-up.

[T EXP RCPT
HUMGER DATE

You have the following options: : ot
e Select a document from the list. Xstore i UL L !

displays the Receiving screen for the
selected Receiving Document.

<OR>

* Search for a different Receiving Document.
Xstore prompts for the search criteria. )
Enter the search criteria and Xstore E ﬂ
displays the Receiving screen for the )
Receiving Document.

Important: If no documents require your attention, Xstore immediately prompts
for Receiving Document search criteria.

Refer to the following sections for information about processing Receiving Documents.

Receiving Document

Searching for a Receiving Document

1. At the Receiving Document Search form, enter your search criteria:

DOCUMENT SEARCH

cument barc: or enter search critena.

Documant 1D
Customer Acct. ID

Document Typea

.__.I
Docunens i P

In Frocess
Closed

Figure 2-3: Receiving Document Search Form

Note: To return a list of all Receiving Documents, leave all fields blank and select
Process.

¢ Scan or enter a specific Receiving Document ID.
® Scan or enter a Customer Account ID.

¢ Select a document type from the list in the Document Type field:
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Receiving Document

- ASN
- Replenishment
- Transfer
- Special Order
- Order
* Select one or more Document Status options:
- Open
- InProcess
- Closed

2. Select Process to display Receiving Documents that match your search criteria.
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More information about Receiving document searches

¢ If you know a Receiving Document does not exist, you can select the Add

New option at the Document Search form to create a new Receiving
Document. See Figure 2-3. For example, if a shipment arrives in your store
without an accompanying Receiving Document, you can create the document

so that the shipment can be received. Refer to Creating a New Receiving
Document for more information about creating a new Receiving Document at
the store.

¢ If you enter a Document ID and the specific
document you are looking for is not found, you
can search for the document at other stores by
selecting the Search All Stores option at the
Search Results form. This option is only
available if your system is configured for

centralized lookups. Xstore will query the N oo o ootarad
centralized database for the Receiving
Document. Use this function if you receive a
shipment that is intended for another location
(you can receive the shipment so that the home
office knows its location, and then perform a
store transfer to ship the shipment to the correct
store, or follow the instructions for the shipment as instructed by the home
office).

SEARCH RESULTS

® If the document you are looking for is not found in the list of Receiving
Documents, select the New option at the Receiving Document Search Results
form (Figure 2-4) to create a new Receiving Document. Refer to Creating a
New Receiving Document for more information about creating a new
Receiving Document at the store.

3. You must select the record you want from the list of documents returned. Select the
Receiving Document from the list and press [Enter].

O ACPT STk
DATE CREAT.
SPECIAL_CRDER
OPtN
SPECIAL_CRDER
artN ASHITEPIIII TS ¥

Figure 2-4: Receiving Document Search Results
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Receiving Document

Xstore displays the Receiving screen for the selected Receiving Document.

STATUS | CARTON ID | EXPECTED

= i OPEN S0643001000010 2
MESSAGES  KEVYPAD

Special Order U:)
ASMN11XP113111116 @
RefID: (3)

Cafons  Rems  Expected Date Actual Date Status

1 2.0000 Opan

@e ©® 0 O

Carten ID

Scan or enter a Carton ID

Pegister

12

1or1p013 woieM  (EEIED

Figure 2-5: Receiving Screen

Note: Blind Receiving refers to processing a Receiving Document that does not
include a list of the items contained in each carton. It may also refer to processing a
Receiving Document that lists the items, but does not show their corresponding
quantities. If you use a Blind Receiving process, your screens may differ from those
shown in this section; however, the Blind Receiving process is essentially the same

as outlined in the steps below.

This screen shows the following information for the Receiving Document:
1) Document Type

2) Receiving Document identifier

3) [OPTIONAL] Reference Identifier

4
5

)
)
) Number of cartons in the Receiving Document

) Total Number of items in the Receiving Document

6) Expected Receipt Date for the shipment

7) Actual Date of shipping

8) Status of the shipment (OPEN, IN PROCESS, CLOSED)

This screen also shows the following information for the cartons within the Receiving
Document:

a) Status of each carton (OPEN, IN PROCESS, CLOSED)

b) Carton identifier

¢) Number of items in each carton

The following options are available before you enter or scan a carton ID:

¢ Add Comment: Select this option to add comments for this Receiving Document.
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* Receive Document in Total: Depending upon your system’s configuration and your
store policies, you may have the option to receive the entire shipment at once by
selecting this option. The items will be received based on expected quantities.

Receiving Cartons & Items

1. At the Receiving screen, scan or enter a carton ID
at the Carton ID prompt and press [Enter]. Carton ID

Xstore displays the Receiving screen showing the carton level information.

— ITEM ID DESCRIPTION COST EXPECTED | COUNTED
®) =

6005 Polarized Twe... 1 a
TASKS GOALS MESSAGES KEYPAD

Special Order ASN11XP113111114
Control Number:

Carton ID: Items: Status:

50643001000003 1.0000 Open

SCAN ITEM OR-UPC
enter an item.
Back Help Change Receive Add Void Lil tem Vit Register
Qty Carton in Comment tem Search Ex ptions
Total
Esc F1 F3 F4 F5 F& F7 F8 F12

Figure 2-6: Receiving Screen - Carton Level Information

Note: Depending upon your system’s configuration and your store’s policies, the
information displayed on the receiving screens shown here may differ from the
screens in your system.

The Receiving Screen shows the following information for the Receiving Document
carton:

* Document Type

® Receiving Document identifier

e Control Number for the carton

e Carton identifier

e Number of items in the carton

e Status of the carton (OPEN, IN PROCESS, CLOSED)

The Receiving Screen also shows the following information for the items within the
carton:
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¢ Item Identifier

¢ Item Description

¢ Item Cost

* Number of items expected in this carton

¢ Number of items actually counted in this carton

2. Scan or enter the item ID you are receiving at the Item ID or UPC prompt. Refer to
Figure 2-6.
* You can scan each item individually at this prompt and the system increments
the total by one each time you scan an item.

¢ If you enter an item ID manually, the system prompts for the total number
received for this item ID.

Important:  You can also scan an item ID and then select the Change Quantity
option to enter the total number of items counted for this carton.

3. If prompted, enter the total number of items received for this item ID and press
[Enter] to continue.

Enter Count

Enter the item
6008 - Or

Figure 2-7: Number of Items Counted Prompt

Important: If the item is not in the list, the system adds the item ID to the item list
with an expected count of zero, if allowed per your store policy for the Document

Type.

4. Continue counting all items in this carton and press [Esc] (Back) to return to the
Receiving screen to count another carton on the Receiving Document.

The line items in the carton are color-coded to indicate whether a follow-up condition
exists:

GREEN: indicates the counted amount matches the expected amount.
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RED: indicates the counted amount is different from the expected amount.

ITEM 10 DESCRIFTION

MESSAGES  KEYPAD

Polarizad Twe.
Antix Sunglas
500z Frami Strike
Special Order ASN11XP113111117
Control Humber:
Carten 10: Itams: Htatus:
S0643001000011 1.0000 In Process

SCAN ITEM ORUPC

[

12

] Rack Office anling Datavantags Homa Cffice 643 Raglstar: 1 11013 w37 eM  (EEIED

Figure 2-8: Receiving Screen - Iltem List Showing One Discrepancy

Important: As you count cartons and items, the Document status and Carton
status is updated from Open to In Process.

5. Continue counting all cartons and items. When you have counted all cartons and
items for this Receiving Document, select the Save & Exit option. If prompted, select
Yes to confirm that you want to save your changes.

6. The system prompts if you would like to close this Receiving Document:

HIS DOCUMENT?

Would you like to close this document?

Figure 2-9: Close Document Prompt

® Select Yes to close the Receiving Document and set the status to CLOSED.

¢ Select No to leave this document in an in-process state so that you can continue
to access this document. In base, when partially receiving a document and
choosing No to close the document, inventory is updated. Then if the inventory
item is canceled or the document is canceled, the inventory is decremented.
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Receiving Cartons & Items

Carton-Level and Item-Level Receiving Options

You have the following options available at the Receiving screen as you are receiving
cartons and items:

¢ Change Quantity: Select this option to edit the quantity counted for the selected
item. Refer to To Change the Quantity of an Item for procedural information.

* Void Line Item: Select this option to remove the selected item from the list of carton
items. Refer to To Void an Item for procedural information.

e Item Search: Select this option to locate an item in the carton. Refer to To Find an
Item in the Carton List for procedural information.

* View Exceptions: Select this option to view a list of exceptions found in this carton.
This list includes only those items where there is a difference between the number of
expected items on the shipment and the actual counted items on the shipment. Items
that are in balance are not included. Refer to To View Exceptions for procedural
information.

¢ Add Comment: Select this option to add comments for this Receiving Document.
Refer to To Add a Comment for procedural information.

¢ Receive Carton in Total: Depending upon your system’s configuration and your
store’s policies, you may receive the entire carton at once by selecting this option.
Items are received based on expected quantities. Refer to To Receive a Carton in
Total for procedural information.

To Change the Quantity of an Item

The Change Quantity option allows you to record the actual number of items that you
count in a carton or to change a number that has already been recorded for the item. For
example, if you receive a large quantity of an item in the shipment, you can scan the

barcode on one item to add it to the list of items. Then use the Change Quantity option

to enter the actual number counted rather than scanning each item individually.

1. At the Receiving screen, select the Change Quantity option.

2. Use the up and down arrow keys to select the item in the carton that you want to
count and press [Enter].

3. When prompted, enter the count (quantity) of items and then press [Enter].

Enter Count

Enter the item
B00S - O fi

Figure 2-10: Enter Quantity Prompt

Xstore updates the count on the Receiving screen.

To Void an Item

Important: If you add a line item to a carton you may void the line if you make a
mistake.

1. At the Receiving screen, select the Void Line Item option.
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2. Use the up and down arrow keys to select the item in the carton that you want to
void and press [Enter].

If the item can be voided, Xstore removes the item from the list of items in the carton.

To Find an Item in the Carton List
If the carton contains a long list of items, you can use the Item Search option to quickly
locate a specific item ID.

1. At the Receiving screen, select the Item Search option.

2. Xstore prompts for the item you are looking for. Enter the item ID and press [Enter].

SCAN ITEM OR UPC.

Sen

Figure 2-11: Item ID Search Prompt

Xstore locates and highlights the item in the list.

Note: If the item is not in the list, the system
displays a message indicating that it was not found.
Acknowledge the message by pressing [Enter] to
return to the Receiving screen.

RECEIVING ITEM NOT FOUND IN LIST.

Itern 6009 is not in the receiving list.

To View Exceptions

Use the View Exceptions option to list any items that have a difference between the
number of expected items in the shipment and the actual counted items in the shipment.
Items that are in balance are not included.

Important: For user-created documents, the expected item count is always zero.
Only documents created by the home office and downloaded to the store, or
documents created automatically by the Order process, show an expected quantity
greater than zero.

1. At the Receiving screen, select the View Exceptions option.
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Xstore displays the items in the carton that have a discrepancy between the number
of items expected and the number of items counted.

6002 Frame St o 2

Figure 2-12: Carton Exceptions List

2. Press [Esc] or select Back to return to the Receiving screen. There you can make
adjustments after recounting the items in the carton.

To Add a Comment

Use the Add Comment option to add any pertinent comments about the carton. The
comments will be associated with the carton in the receiving document.

1. At the Receiving screen, select the Add Comment option.

Note: Comments may be added at both the Document and Carton levels.

2. Xstore displays the Receiving Document Note form.

Figure 2-13: Receiving Document Note Form

3. Type a comment and press [Enter] to return to the Receiving screen.
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To Receive a Carton in Total

Use the Receive Carton in Total option to accept the entire carton at once, based on the
expected quantities in the carton.

Important: You cannot receive the carton in total i
the shipment has been partially processed. If some of
the items have been received previously, the system
prompts with a message indicating that you cannot
receive the carton in total.

CANNOT RECEIVE ENTIRE CARTON

Cannot receive entire carton if it has
been changed or partially received.

1. At the Receiving screen, select the Receive Carton in Total option.

2. The items are received based on expected quantities in the carton. The status of the
carton and the Receiving Document is changed to In Process.

3. Select the Save & Exit option, and when prompted to confirm that you want to close
the document, select Yes. The carton status and the document status are changed to
Closed.
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Creating a New Receiving Document

Receiving Documents are usually downloaded from the home office; however, you can
also create a Receiving Document in your store if a shipment arrives without one. Use
the following process to create a new Receiving Document so that you can receive the
shipment and update inventory.

1. At the Receiving Document Search form or the Receiving search results form, select
the Add New option to create a new Receiving Document.

DOCUMENT SEARCH

cument barcode or enter search critena.

Documant 1D
DOCUMENT EXP RCET STORE
HUMBER | BaTE CREAT
Customer Acct. ID

SPECIAL_ORDER
OPEN ASHIIXP1I13111114 v
Document Typea

.__.I
Docunens i P

In Frocess
Closed

Figure 2-14: Receiving Document Search Form Figure 2-15: Receiving Search Results Form

2. Xstore displays the Add Receiving Document form:

Documant 10

Document Typa -

Date | ASN
Replenishment
Received Via | Transfer

Received Dato
¥
Recelvad Fram - |

First M

Last

F
Addrezs

i 4
Fostal Code City

¥ F -
State i Country  US- Lo

acs Process
- e

Figure 2-16: Add Receiving Document Form

Enter the information as required:

e Document ID: Depending upon your system’s configuration, Xstore may
generate this number automatically.

¢ Document Type [REQUIRED]: Select the Receiving Document type from the list.
e Date: The date the Receiving Document was created. The default is today’s date.

¢ Received Via: Select the method by which the shipment was received (for
example, UPS, FedEXx, etc.).
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e Track #: Enter the Tracking Number found on the shipment, if it is known.
¢ Received Date: Enter the date the shipment was received in your store.

¢ Received From [REQUIRED]: Select the location from which the shipment was
shipped.

e Name: Enter the name.
e Address [REQUIRED] fields: Enter the address information.

3. When you have entered all the information for this new Receiving Document, select
the Process option.

4. Xstore prompts for the carton and item information. Refer to Adding a New Carton
to a Receiving Document for procedural information.

Adding a New Carton to a Receiving Document

If you receive a carton that is not listed on the Receiving Document, you can add the
carton and its associated items to receive it. You can also add cartons to a new Receiving
Document you created in your store.

1. Xstore prompts for the Carton ID whenever you create a new Receiving Document
in your store.

Scan or enter the Carton ID at the prompt and press [Enter].

Carton ID

Scan or enter a Carton |D.

Figure 2-17: Carton ID Prompt

2. At the Item ID or UPC prompt, scan or enter the item ID you are receiving.

SCAN ITEM OR UPC

Scan or enter an item

Figure 2-18: Item ID or UPC Prompt
e If you scan each item individually at this prompt, Xstore increments the total by
one each time you scan an item.

e If you enter an item ID manually, Xstore prompts for the total number received
for this item ID.

Important:  You can also scan an item ID and then select the Change Quantity
option to enter the total number of items counted for this carton.

Receiving 2-17



Receiving Exception Report

3. If prompted, enter the total number of items received for this item ID and press
[Enter] to continue.

Enter Count

Figure 2-19: Number of Items Counted Prompt

4. Continue adding all items in the carton. After all items in the carton have been
added, including each item’s quantity, press [Esc] to return to the Receiving screen.
You may add another carton on the Receiving Document, if needed.

5. After you have counted all cartons and items for this Receiving Document, select the
Save & Exit option.

6. Xstore prompts you to close the Receiving Document:
® Select Yes to close the Receiving Document and set the status to CLOSED.

e Select No to leave this document in an IN PROCESS state. You can continue to
make additional changes until you close the document and update inventory.

Receiving Exception Report

This report shows a document-by-document list of items that were received but had a
difference between the expected quantity and the actual quantity. The report includes
the total number of items in each carton (expected and actual), for each Receiving
Document number.

This report allows you to query by Date, Document ID Number, Carton Number and
Document Type. The report can be viewed on the screen and printed.

This report includes the following information:
e Date

e IJtemID

e Serial Number

* Description

* Expected Amount

e Received Amount

e Difference Between Expected and Received
¢ Document ID

e Carton #

e Document Total

e Carton Total

Running the Receiving Exception Report

1. After logging in to the Back Office, select and enter Inventory --> Inventory Reports
-->Receiving Exception Report.
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2. The Receiving Exception Report parameters form displays. Enter your criteria to
generate the report:

RECEIVING EXCEPTION REPORT

Enter parameters to use when running this report.

Report Date  09/2372013

Specific Date

Document #
Carton #
Doc.Type

[ Help Run Save Print
Report
(= F1 F8 F3 F4

Figure 2-20: Receiving Exception Report Form

* A specific start date (as shown in Figure 2-20 above)

<OR>
* A relative date option from the list. For example, yesterday or today.
Specific Date

Today (011772013}
Yesterday (0116/2013)

Figure 2-21: List of Relative Dates

* Receiving Document#

e Carton Number
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¢ Document Type (list below)

RECEIVING EXCEPTION REPORT

Enter parameters to use when running this report.

ReportDate  10/1472013

Specific Date

Document #
Carton #

Doc.Type

ASN

Replenishment
Transfer
Special Order
Order

Back Help Run Save Print
Report
Esc F1 F8 F3 F4

Figure 2-22: List of Document Types

3. Select one of these options to finish your report:
a. Run Report: Execute the report and display the results on the screen.
b. Print: Execute the report and send the results to a printer.

c¢. Save: You can save this report with the current data, or save only the report
parameters to run this specific report with these parameters again.

If you save the report, assign a name to it so it can be viewed whenever needed.
Xstore suggests a name, but you may type in the Save Report As field and
change it.

SAVE RECEIVING EXCEPTION REFORT

Enter a report name and selec ve the repart.

SaveReportAs: | Receiving Exception Report
TS POl S ave Report with Current Data =

Savi Report with Current Data
Save Report Parameters

Cancel Ok
Esc F8

Figure 2-23: Save Report Options

4. Choose one of the options in the Report Save Options list:

Save Report with Current Data - To save the report with the current values.
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Save Report Parameters - To save only the parameters to use these
parameters as a template to generate a new report later.

5. Select Ok to save the report. Reports are saved to yo

personal report area and can be retrieved from the,
Saved Reports menu option and press [Enter].

3 wmantery u-nnp -

4 Journs! feport

8 Customar List Ragen
8 stors Locatcns fepon
i Cmployes Reports ()
| Prica Ghanga Haport
| Layaway Reports L]

(]
]
A Customar Account Activity Summary Report
B

€ Spacial Grders Feport

-
o

Note: Refer to the Xstore Reports Guide for
running reports.

more information about setting up and

Receiving Exception Report Example

Receiving Excepticn Report
Report Date: 07/30/2016 Document Type: ALL
Pate Ttem Id Serial # Description Expected Received uiFference|
DOCUMENT #: ASNL116W113111117A
CARTON #: 888
07/30/2016 5002 Sun Glasses RS o 3 3
07/30/2016 8004 Sun Glasses TWLP ] 12 12
07/30/2016 5005 Sun Glasses NLP 0 5 5
(CARTON #: 888) Total : [ 20 20
CARTON #: 999
07/30/2016 1002 BLK DRESS W/SCALLOP NECK 0 3 3
07/30/2016 1003 TAUPE/ROSE SLVLS HNDKCHIEF DRE 0 6 6
07/30/2016 1004 BRNTORG SLVLS TRPLE TIER DRESS 0 2 2
(CARTON #: 998) Total : [ 11 11
(DOCUMENT #: ASNL16W1131111174) Total : [} 31 31

a5 A b e e A o A o S 0 g, e o A 5 A T . o A A e o s e

Figure 2-24: Receiving Exception Report

Important: In this example, the expected count is zero for all items. User-created
receiving documents always have an expected item count of zero. Only documents
downloaded from the home office or generated automatically by the Order process,

show an expected item count.
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Inventory Replenishment

Overview

The Inventory Replenishment function in Xstore allows stores to review suggested
inventory orders that the Home Office has created for them. The store can then approve
and/or edit the suggested orders and submit them to the Vendor.

This feature also gives stores the ability to create their own Inventory Replenishment
orders.

Accessing the Back Office
1. At the Register Login screen, select the Back Office option.
2. Log in to the Back Office and select the Inventory option from the Main Menu. Press

[Enter].

BACK OFFICE

Main Menu
1 Dashbaard
2 Flash Sales
4 Employes Mamienance and Payroll ]
5 Managa Tillz ]
6 CpeniClose Options ]
o] Tender Exchangs
[} Raparts ]
8 Joumal ]
A Cusdamer u.lnuw.—m Aremmis m

Figure 3-1: Back Office Main Menu

Tip: The bread crumbs at the top of the screen allow yo
navigate to previous menus. INVENTORY

Main Menu » Inventory
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3. At the Inventory menu, select Inventory Replenishment and press [Enter].

INVENTORY

Min Monu » Inventory

1 Receiing
2 shigping
| o Se————
A Imventory Adjustment
&l Transter
L em Lookup
7 Invertory Count Opticns o
B Point Sholl Labels/Tickats
g Inventary Feports 1]
& lnratiae Aeeas I“sﬁ‘ n

Hel Ok [
Fi Enter Fiz

Figure 3-2: Inventory Menu

Inventory Replenishment Document

Searching for a Replenishment Document

1. At the Inventory Replenishment search form, enter your search criteria:

INVENTO REPLENISHMENT
Enter infor for the replenishment order

Request #

Start Date

End Date
Status Open
Submitted
Confirmed
Partially Received

Closed

P =l
Source Entity

Item ID

Help Add New Process
F1 F6 F8

Figure 3-3: Document Search Form

® Scan or enter a specific Inventory Replenishment Request #
¢ Enter Start and/or End Dates
* Select one or more Status options:

- Open

- Submitted

- Confirmed

- DPartially Received
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- Closed
- Cancelled
¢ Enter a Source Entity

e Scan or enter an Item Id

2. Select Process to display Inventory Replenishment Documents that match your
search criteria.

More information about document searches

Tip:

e If you know a Replenishment Document does not exist, you can select the Add
New option at the Document Search form (Figure 3-3) to create a new Inventory

Replenishment Document. Refer to Creating a New Inventory Replenishment Order
for more information about creating a new Inventory Replenishment Document at the
store.

e If the document you are looking for is not found in the list of Replenishment
Documents, select the Add New option at the Inventory Replenishment Document
Search Results form (Figure 3-4) to create a new Inventory Replenishment Document.

Refer to Creating a New Inventory Replenishment Order for more information about
creating a new Inventory Replenishment Document at the store.

3. Select the Replenishment Document you want to view from the list and press
[Enter].

INVENTORY REPLENISHMENT

Select a replenishment order.

REQUEST # STATUS CREATE D...

RO0643001000003 SUBMITTED 08/23/2013

RO0643001000004 SUBMITTED 09/23/2013

Back Process Add New
(=1 Enter F&

Figure 3-4: Inventory Replenishment Document Search Results
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Xstore displays the Replenishment screen for the selected Document.

ITEM ID DESCRIPTION
® = )

o= 1002
INFO ASKS GOALS MESSAGES KEYPAD Source Id
Pack Size
On Hand
RO0643001000008
1003

Request Date: 10/02/2013 Items: 2 Source Id
Requestor ID: 100 Units: 3 Pack Size
On Hand  1.000
Store Number: 643 Weight {Ibs): 0.00
Created: Store
Status: OPEN

Comments:

SCAN ITEM OR UPC w
Help Submit Add/Edit || Delete Add N Cancel I
Order Header Header Merch Order
Comment | Comment
F1 F4

Back Office m Datavantage Home Cffice 643

Figure 3-5: Inventory Replenishment Screen

COTTCN JERSEY TIERED DRESS

Suggested 0 Confirmed 0

Order Qty 1 Shipped o
Received

TIE WAIST SHIRT DRE!

Suggested O

Owder Qty 2

l change em
Kem Lookup:
Flo @

10/02/2013  3:08 PM

This screen shows the following information for the Inventory Replenishment

Document:
* Replenishment Document identifier
* Request Date
¢ Requestor ID
* Store Number

e Created: (Store or Home Office)

e Status of the shipment: (OPEN, SUBMITTED, CONFIRMED, PARTIALLY

RECEIVED, CLOSED)

¢ Items: how many unique items are in the order

e Units: total number of items in the order

¢ Weight (Ibs): total weight of the order. This is only available if each of the items

has a weight identified.
¢ Comments
e For each item:

- ItemID

- Description

- Source Id

- Pack Size

- OnHand Qty
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- Suggested Order
- Order Qty

- Confirmed

- Shipped

- Received

Inventory Replenishment Order Status Definitions

An Inventory Replenishment order can be in one of the following statuses:

OPEN: This is the initial status that an order is in after being created in Xstore or
when sent as a suggestion from the Home Office. This is the only status an order can
be in to update or edit.

SUBMITTED: The order can go into a SUBMITTED status when all items in the
order are approved.

CONFIRMED: Home Office can send orders down in a CONFIRMED status which
means they are not suggestions and are not changeable.

PARTIALLY RECEIVED: When any item in the order is received, but not all items,
the order is PARTTALLY RECEIVED. See Inventory Replenishment for more
information on Receiving Inventory Replenishment orders.

CLOSED: The order is considered CLOSED when all items are received or the order
is Force Closed.

CANCELLED: Home Office or the Store can cancel an order. Once cancelled it
cannot be edited or re-opened.

Adding Items to an Inventory Replenishment Order

Note: Items can only be added to Inventory Replenishment Orders that are in an
OPEN status. Follow step 2 to add items to an order.

Inventory Replenishment Options

The following option is available at the Inventory Replenishment screen for all orders/
statuses:

Print Options: Select this option to view the printable reports available for this
order. Refer to Print Options for procedural information.

The following option is available at the Inventory Replenishment screen for all
CONFIRMED, SUBMITTED, and PARTIALLY RECEIVED orders:

Force Close: Select this option to force close the order without manually receiving
the items. Refer to Force Close for procedural information.

The following options are only available at the Inventory Replenishment screen for
orders that are in an OPEN status:

Save & Exit: Select this option to save your changes and return to the list of
documents.

Submit: Select this option to approve the order. This will change the status of the
order to Submitted. Refer to Submit an Order for procedural information.
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* Add/Edit Header Comment: Select this option to add comments to the document.
Refer to Add or Edit Header Comments for procedural information.

* Delete Header Comment: Select this option to remove comments from the
document. Refer to Delete Header Comments for procedural information.

* Add Non-Merch: Select this option to add Non-Merchandise items to the document.
Refer to Add Non-Merchandise for procedural information.

* Cancel: Select this option to cancel the order. This will change the status of the order
to Cancelled. Cancelled orders cannot be edited or submitted.

¢ Change Item: Select this option to change the quantity of, add/edit/remove
comments for, or edit the source of a specific item within the order. Refer to Change
an Item for procedural information.

e Item Lookup: Select this option to look up an item ID in the file. You also have the
options to add the item to the Replenishment Document. Refer to Item Lookup.

Print Options

Select Print Options from within a Replenishment Order for the following printing
options.

PRINT OPTIONS

Select one of the options from the list below.

Print Request Detail

Print Order Worksheet

Back Ok
Esc Enter

Figure 3-6: Print Options

¢ Print Request Detail - Prints the Replenishment Product Request Report for the
selected order. See Replenishment Product Request Report for an example.

¢ Print Order Worksheet - Prints a Replenishment Worksheet that details the
following information for each item in the order:

- Source Id

- ItemId

- Item Description

- Order

- Pack Size

- OnHand

- Suggested (quantity)
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- Confirmed (quantity)
- Shipped (quantity)
- Received (quantity)

Store #: 643
Requisition Date: 04/05/2016
Requisition Number: RO0643001000004

Source Id Item ID Item Description Order  Pack Size On Hand Suggested Confirmed Shipped Received
6005 Polarized 5 2] 1000 0 2] ¢] 0
6007 Jewelry Cleaner 3 [¢] 1000 2] [¢] 0] 8
6011 Time Black 2 [¢] 997 2] 0 0 0

Figure 3-7: Replenishment Worksheet

Force Close

Replenishment Orders with a CONFIRMED, SUBMITTED, or PARTIALLY RECEIVED
status can be forced to close without receiving the items. Once force closed, the order
cannot be edited or reopened.

1. Select Force Close on the Replenishment screen.

2. Enter your Employee ID and Password if your system requires a security login to
perform a force close. Select Process to continue.

Replenishment

Enter employee ID and password to verify
identity.

Employee |ID

Password

Help Process
Fi F8

Figure 3-8: Security Verification Prompt
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3. An Inventory Replenishment prompt displays to confirm that you want to force
close the request:

INVENTORY REPLENISHMENT

Are you sure you want to force close this
request?

- _
v

Figure 3-9: Force Close Prompt

¢ Select Yes to close the Replenishment Order.

¢ Select No to return to the Replenishment screen.

Submit an Order

Once a Replenishment Order is reviewed and approved you can Submit the order to the
vendor(s).

1. Select Submit Order from the Replenishment screen.

2. When prompted, select Yes to Submit the order.

Note: If you do not want to submit the order, select No to cancel the request and
return to the Replenishment screen.

The Submit Order prompt will ask if you want to print a copy of the request.

SUBMIT ORDER

Do you want to print a copy of this
request?

-

Figure 3-10: Print Copy of Request Prompt

* Select Yes to print a Product Request Detail Status report.
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* Select No if you do not wish to print. You will return to the Inventory
Replenishment search screen.

Add or Edit Header Comments

Xstore allows you to add delivery or free-form comments to a Replenishment Order that
is in an OPEN status. These comments display on the Replenishment screen as well as
the Product Detail Status Report.

1. Select Add/Edit Header Comment from the Replenishment screen.

2. Select the type of comment you want to add or edit: Next Day Delivery, Second Day
Delivery, or Free Form.

Secand Day Delivery

Free Form-Enter Comments

Figure 3-11: Header Comment Prompt

3. For Next Day Delivery and Second Day Delivery, confirm that you want to add a
comment.

ADDMEDIT HEADER COMMERNT

Do you want to add comments?

_
-

Figure 3-12: Header Comment Confirmation

e Select Yes to create a comment.

e Select No to cancel and return to the Replenishment screen.
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4. Enter the comment that you want to display. If there is already a comment of the
selected type, then you will be able to edit it here.

Figure 3-13: Header Comment Entry/Edit

¢ Select Ok to save your comment and return to the Replenishment screen.

® Select Cancel to cancel your request.

5. The comment(s) display on the Replenishment screen.

ITEM ID DESCRIPTICN
© =
]

6003 An ngl
TASKS GOALS MESSAGES KEYPAD Source Id Suggested ©
Pack Size OrderQty 3

On Hand

RC0643001000004

6005 Polarized Twenty Sunglasses
Request Date: 09/23/2013 ems: 2 Source Id Suggested © Confirmed ©
Requestor ID: 100 Units: 8 Pack Size Crder Qty 6 Shipped o
On Hand 988 Received

Store Number: 643 Weight (Ibs): 0.00
Created: Store
Status: GPEN

—_—
Comments:

Next Day Delivery: This is a free-form header comment.

SCAN ITEM OR UPC W

Scan or enter an item

[ Help Save & Submit Add/Edit Delete Add Non- || Cancel | 1 il change Print tem
Exit Order Header Header Merch Order Hem options | Lookup
Comment | Comment
== F F2 F3 Fé Fs F& F7 Fio B |1 B |Fz2

Figure 3-14: Header Comments

Note: If you do not select Save & Exit after entering Header Comments, they will
not save with the order.

Delete Header Comments

Remove Header comments quickly by using the Delete Header Comment function.
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1. Select Delete Header Comment from the Replenishment screen.

ITEM ID
o o = VT N—

INFO TASKS GOALS MESSAGES KEYPAD

Suggested O
OrderQty 5
Received
RC0643001000013

Request Date: 10/02/2013 tems: 1

Reguestor ID: 100 Units: &

Store Number: 643 Weight (Ibs): 0.00

Created: Store

Status: GPEN

Comments:

SCAN ITEM OR UPC

p & Add/Edit | Delete ttem
Header Lookup
Comment
F1 2 3 Fa 5 2

Back Office  John Smith m Datavantage Home Office 643 Register: 1 10/02/2013 9117 AM

Figure 3-15: Replenishment Screen

2. Select the comment that you would like to delete and select Ok.

FEASON CODE

Figure 3-16: Delete Header Comment Selection

3. The selected comment is removed from the Replenishment order.
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Add Non-Merchandise

Xstore allows you to add Non-Merchandise items to a Replenishment Order.

1. Select Add Non-Merch from the Replenishment screen.

ITEM ID
o IYES—

INFO TASKS GOALS MESSAGES

Suggested O
OrderQty 5
On Hand 957 Received
RC0643001000013
Request Date: 10/02/2013 tems: 1
Reguestor ID: 100 Units: &
Store Number: 643 Weight (Ibs): 0.00
Created: Store

Status: GPEN

Comments:

SCAN ITEM OR UPC

mit Add/Edit Delete Add Cancel | 1 il change tem
er Header Wer Order Lookup
Comment
(=] F4 F7 Fio ®© ol [EF]

Back Office  John Smith m Datavantage Home Office 643 Register: 1 10/02/2013 9117 AM

Figure 3-17: Replenishment Button Options

2. Select the Non-Merchandise code from the list and then select Ok.

Pre Paid Advertising

Back Ok

(=1 Enter

Figure 3-18: Add Non-merchandise Selection

3-34 Shipping, Receiving, & Inventory Guide



Inventory Replenishment Options

3. Select a Non-Merchandise item and press [Enter].

NON-MERCHANDISE ITEMS
Please select a non-merchandise item.

Prepaidadvertisment 1 description

Back Ok
Enter

Figure 3-19: Non-Merchandise Items

4. In the Quantity to Order field, type the quantity and press [Enter].

Quantity to order

Enter the order quantity

©

GOALS

TEMID DESCRIPTION
=

1005 EASANT TOP JERSEY DRESS

MESSAGES KEYPAD Source ID Suggested O Confirmed o

Pack Size Omerqly 5 Shipped 0
Racaived

Change [
item Options kup
Fl0 o |Fi = [Fiz

Figure 3-20: Non-Merchandise Quantity
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5. The Non-Merchandise item is added to the item list.

PEASANT TOP JERSEY DRESS
GOALS MESSAGES KEYPAD Suggested ] Confirmed 0
OrerQty 5 Shipped o
Recsived

RO0101001000003
Prepaid advertisment 1 description
Request Date: 0810612014 ltems: 2 -
Requestor ID: 100 Units: 10.00 Shippod
Recsived
Store Number: 101 Weight (Ibs): 0.00
Created: STORE
Status: OPEN

SCAN ITEM OR UPC

Scan orenter an item.

Comment Comment

F4 F5

Figure 3-21: Non-merchandise Example

Change an Item
The Change Item button menu option allows you to:

¢ Change the quantity

e Add or edit an item comment
¢ Delete an item comment

e Edit the source of an item

e Void an item
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®© =

INFO ASK: GOALS MESSAGES Kl

On Hand
RO0643001000013

Request Date: 10/02/2013 tems: 1
Requestor ID: 100 Units: 5
Store Number: 643 Weight (Ibs): 0.00
Created: Store
Status: OPEN

Comments:

SCAN ITEM OR UPC

Back Help ave Submit Add/Edit [ Add Non- | Cancel [ 1 M change Print tem
Order Header Heade: Merch drder Hem Options Lookup.
Comment | Commes
Esc F1 F2 F3 F4 Fs 6 F7 Fio @1 @ |Fz2

Back Gffice  John Smith Datavantage Home Cffice 643 10/02/2013 917 AM

Figure 3-22: Replenishment Screen

To Change Item Quantities
1. Select Change Item from the Replenishment screen.

2. Select Change Quantities and press [Enter].

CHANGE ITEM

t one of the options from the list below.

Change Quantities

Add/Edit tem Comment
Delete ltem Comment
Edit Source

Void Item

Ok
Enter

Figure 3-23: Change Item Options
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3. Select the item from the list and press [Enter].

6004 Pit Bull Sunglasses
GOALS MESSAGES KEYPAD Sourcs ID Suggested 0 Confirmed 0
Pack Size Oreraty 5 Shipped 0

On Hand
6005

o9 Recsived

RO0101001000002

Polarized Twenty Sunglasses

Request Date: 08/06/2014 ftems: 2 Source ID Suggesied 0 Confirmed O
Requestor ID: 100 Units: 10.00 Pack Siza OrerQly 5 Shipped O
‘ On Hand 904 Recsived
Store Number: 101 Weight (Ibs): 0.00

Created: STORE

Status: OPEN

Change Item

Please select the item.

Figure 3-24: Select View Port Item
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4. In the Quantity to Order field, type the new quantity and press [Enter]. The system
displays the new quantity.

ITEM ID DESCRIPTION

Pit Bull Sunglasses
GOALS MESSAGES KEYPAD u Suggested o Confirmed o
OwerQly 5 Shipped o
Received

Polarized Twenty Sunglasses
Source ID Suggested O Confirmed 0
Pack Size OmerQly 5 Shipped o

o4 Recsived

Quantity to order

Enter the order quantity

Register

F12

Figure 3-25: Quantity to Order Field

ltem Lookup

Use the Item Lookup option to search for an item in the database. The item can then be
added to the Replenishment Document if it is a store-created document.

1. Select the Item Lookup option.
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2. Xstore displays the Item Lookup form. Enter the search criteria and select Process.

Item ID

Department <ALL=>

Subdepartment <ALL>

Class <ALL=>

Subclass <ALL=>

Style ID

Description

Help Process
F1 F8

Figure 3-26: Item Lookup Form

Tip: [OPTIONAL] Your store may be configured with advanced lookup options
which provide the ability to specify Custom Groups and Details to further define
your search criteria.

Select the exclude box to not include an item in your search.

ITEM LOOKUP
Enter search criteria.

( N
ltem ID xctude
Gender <ALL> L]
Department <ALL> kd Season <ALL> v
Subdepartment <ALL> id Material <ALL> v |
Class <ALL> &4 Line <ALL> =
Subclass <ALL> [~ | Shoe SWO003 - Winter v | E
Style ID Use Type <ALL>
Description \ /
— o
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3. If more than one item matches the search criteria you entered, select the item from
the list of items and select Ok. Xstore displays the item information.

ITEM LIST
Sourcex StorePrimary

m e i

1002 COTTCON JERSEY TIERED DRESS
2330101 Red S Tee Shirt

2330102 Red M Tee Shirt

2330102 Red L Tee Shirt

2330106 Red XXL Tee Shirt

7003 Crylon Red Gloss Spray Paint

Ok
Enter

Figure 3-27: Item List

4. Select the Add Item option to add the item to the Replenishment Document.
5. Enter the Quantity and press [Enter].

Quantity to order

Enter the ordsr q

Figure 3-28: Quantity to Order Prompt

To Add/Edit Item Comments
1. Highlight or select the item that you want to add a comment to.

2. Select Change Item from the Replenishment screen.

3. Select Add/Edit Item Comment.
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4. Select the type of comment you want to enter for the item.

'DELETE ITEM COMMENT
Piaase sois et 1o dlete

Figure 3-29: Comment Type

5. Enter or update the comment and select Ok to save.

6. The comment displays in the item list.

(1 ) (©) =

2013 Prepaid advertisment 1 description
INFC TASKS GOALS MESSAGES Source Id Suggested O Confirmed ©
Pack Size OwderQty 5 Shipped [}
On Hand Received

6003

RO0643001000004
Request Date: 09/23/2013

Antix Sunglasses

Items: 4

Source 1d Suggested O Confirmed O
Requester ID: 100 Units- 19 Pack Size Order Qty 2 Shipped o
On Hand 1.000 Received
Store Number: 643 Weight {Ibs): 0.00
. 6005 Polarized Twenty Sunglasses
Created: Store Source Id Suggested O Confirmed O
Status: OPEN Pack Size Orderaty & Shipped O

On Hand

6012 Star Diamond Earrings
Source Id Suggested O Confirmed
Pack Size OrderQty 5 Shipped

On Hand 1.000 Received

CCummenI: 3 individual diamunds)

Received

Comments:

MNext Day Delivery: This is a free-form header comment.

SCAN ITEM OR UPC

Add/Edit | Delete Add Non- I 1 M change Item
Header Header Merch Ktem Lookup
Comment | Comment

F4 F5

F10 B |Fi11 B |F12

Figure 3-30: Item Comment Example
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To Delete an Iltem Comment

1. Highlight or select the Item that you want to remove a comment from.
2. Select Change Item from the Replenishment screen.

3. Select Delete Item Comment.
4

Select the type of comment you want to delete and then select Ok to delete.

DELETE ITEM COMMENT

Please select a commend to delele

REASOH CODE
DESCRPTIN

Frow Form - Ertar Commants

Figure 3-31: Comment Type

To Void an Item
1. Highlight or select the item you want to remove from the order.

2. Select Change Item from the Replenishment screen.
3. Select Void Item.
4

The Void Item prompt will ask you to confirm that you want to remove the item.
Select Yes to void the item.

INVENTORY REPLENISHMENT

Are you sure you want to remove
selected item from this order?

Figure 3-32: Void Item Prompt

Creating a New Inventory Replenishment Order

Inventory Replenishment Documents are downloaded from the home office; however,
you can also create a Replenishment Document in your store. Use the following process
to create a new Inventory Replenishment Document.

Inventory Replenishment 3-43



Creating a New Inventory Replenishment Order

1. At the Document Search form, select the Add New option, or select the Add New
option at the Inventory Replenishment Search Results form to create a new
Replenishment Document.

Requast #

REQUEST #
Start Date

RO0643001 000003 SUBMITTED

End Date
RO0643001000004 SUBMITTED 08232013
Status  Open

Submitted
Confirmed

Fartially Received

Closed
et id|
Source Entity
Item 1D
R - T
Figure 3-33: Document Search Form Figure 3-34: Document Search Results Form

2. Xstore displays a blank Replenishment form. Enter the item ID of the item you want
added to the document.

RODEAI001 000011
Raquest Date: 10022013 Hems: 0
Regquestor ID: 100 Units: @
Store Mumber: 643 Walght (lbs): 0.00
Created: Stare
Status: OPEN

Communts,

| ITEM OR UPC

Dack Office Datavartage Heme Oica 643 Ragistar: 1 102013 TAEPM m

Figure 3-35: New Inventory Replenishment Screen
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3. Enter the Quantity and press [Enter].

Quantity to order

Enter the arder q

Figure 3-36: Quantity To Order Prompt

Note: If the item has a Pack Size defined then you must enter a quantity that is a
multiple of the pack size. Otherwise Xstore will prompt if you want to round your
quantity to the nearest multiple.

QUANTITY DIFFERENT THAN PACK SIZE ITEM ID CHECKS

Entered quantity for item 1003 is nota Quantity entered for item 1003 is less
multiple of item pack size. Quantity will than half a pack. Do you want to order 1
be rounded to a multiple of pack size. Do pack? If you answer NO, this line on
you want to continue? your order will be deleted.

Figure 3-37: Pack Size Prompts

¢ Select Yes to add the item with the Quantity rounded to the nearest multiple of
the Pack Size. For example, you entered a quantity of 1 but the pack size is 5,
quantity will be rounded up to 5.

¢ Select No to return to the Item Entry screen without adding the item.
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Xstore displays the following information for the item entered:

COTTON JERSEY TERED DRESS.
0

Coser Gy =

PEASANT TOP JERSEY DRESS

Floguest Date: 01232013 [ Paci e crce 2y I
Requestor I 100 Units: 30
Stioen Mumber: §43 Weight (sl .00
Created: Store
Status: OPEN
Commnenty:

N ITEM OR UPC.

A8 e sder [ 1 1 Print Optisna
c it
" m B

Figure 3-38: Item Entry Screen

e JtemID

* Description

¢ Quantity

e Pack Size (if applicable)

* Source Id (if applicable)

¢ Source Name (if applicable)

4. When you have entered all the information for this new Replenishment Document,
select Save & Exit.

Note: To modify the replenishment order before saving, see Inventory
Replenishment Options

Answer the confirmation prompt:

INVENTORY REPLENISHMENT

Are you sure you want to save and exit
this order?

Figure 3-39: Save & Exit Prompt
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* Select Yes to save the Replenishment Order and return to the document search
screen.

¢ Select No to return to the Item Entry screen without saving the document. Your
changes are not lost.

Inventory Replenishment Reports

There are two reports to help manage your Inventory Replenishment orders. The
Replenishment Product Request Report displays details about each item in a particular
request document. The Replenishment Open Product Requests Report allows you to see
a list of all open requests in the system.

The Replenishment Product Request Report allows you to query by Order Status, Date
Range or Specific Date, Requestor ID, Item ID, and Sourcing Entity. The report can be
viewed on the screen and printed.

This report includes the following information for each item:

e ItemID

¢ [tem Description

* Quantity Requested

* Date the quantity for the item was confirmed

¢ Confirmed Quantity

¢ Confirmed Number - This is a confirmation # from a 3rd party.
¢ Date item was received

* Quantity Received

e Status

The Replenishment Open Product Requests Report displays replenishment orders that
are Open, Submitted, or Confirmed. The report can be viewed on the screen and printed.
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This report includes the following information for the orders:
* Document #

¢ Date Submitted (if applicable)

® Source Entity Name (if applicable)

Running the Replenishment Product Request Report

1. After logging in to the Back Office, select and enter Inventory --> Inventory Reports
-->Replenishment Product Request Report.

2 Recewing txtepﬁmn port

3 Restock Report

4 Item List Report
5 Inventory Movement History Report
7 Inventory Stock Cost

8 Shipping Manifest Report

‘ ] Inventory Movement Report ‘

g Receiving Report

A Replenishment Product Request Report

‘ B Replenishment Cpen Product Requests R... ‘

Help Ok Register
F1 Enter Fi2

Figure 3-40: Replenishment Product Request Report Menu Options

2. The Product Detail Status Report parameters form displays. Enter your criteria to
generate the report:

PRODUCT DETAIL STATUS REPORT

Enter parameters to use when running this report.

Order Status
Request Date Range  10,02/2013

10/02/2013

Specific Date

Requestor ID
Item ID
Sourcing Entity

[ Help Run Save Print
Report
(= F1 F8 F3 F4

Figure 3-41: Product Detail Status Report Form

e Order Status

* A Date Range (as shown in Figure 3-41)
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<OR>
¢ A date option from the list in the Specific Date field. For example, yesterday or
today.

PRODUCT DETAIL STATUS REPORT

Enter parameters to use when running this report.

Order Status  Confirmed
Request Date Range 10/142013
10/1472013

Specific Date

Requestor ID | Specific Date

Today (101412013 - 101412013)

7 | Current Week (101132013 - 10119/12013)
Sl N Current Month (10/01/2013 - 10/31/2013)

Item ID

Current Quarter (10/01/2013 - 12/31/2013)
Current Year (01/01/2013 - 12/312013)
Yesterday (10/13/2013 - 10113/2013)

Previous Week (10/06/2013 - 1012/2013) -

Back Help Run Save Print
Report
Esc F1 F8 F3 Fa

Figure 3-42: List of Relative Dates

* Requestor ID
e ItemID
* Sourcing Entity
Select one of these options to finish your report:
Run Report: Execute the report and display the results on the screen.
b. Print: Execute the report and send the results to a printer.

Save: You can save this report with the current data, or save only the report
parameters to run this specific report with these parameters again.

If you save the report, assign a name to it for future retrieval. Xstore suggests a
name, but you may type in the Save Report As field and override it.

L
Save Heporl As: Product Detail Status Report

L DL RS R EL D e Report with Cunrend Deata)

Sven Reaport with Curment Data
Sarew Report Paramelers

Figure 3-43: Save Report Options
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1) Choose one of the options in the Report Save Options list:
Save Report with Current Data - To save the report with the current values.

Save Report Parameters - To save only the parameters to use these
parameters as a template to generate a new report later.

2) Select Ok to save the report. Reports are saved to your personal report area
and can be retrieved from the, Saved Reports menu option and press
[Enter].

3 nventory uwnzn w

4 Journal Report

5 Custamar List Repen
6 Store Lecations Report

Employes Repons L]

a Frica Changa Rapan
g Layaway Repors L]

A Customer Account Activity Summary Repart

L1} Savad Raports

5 Special Orders Report

Help Feglster
2 2

Figure 3-44: Saved Reports Menu Option

Note: Refer to the Xstore Reports Guide for more information about setting up and
running reports.

Product Request Detail Status Report

Date Range: 84/82/2013 - 84/82/20813 Sourcing ALL
Requestor: ALL
Status: ALL
SKU: ALL
Dy # Ry Date R: tor Sourcing Ship to: Datavantage Home
ROB64300100000 04/02/2013 AN BT Addressl: 308560 Bruce Industrial
Address2:
City,ST,ZIP: Solon, OH 44139
Shipper:
Comments:
aty Confirmed Receive
Item Description Request Date aty Number Qty Status
od Date
6011 Black Leather Watch 3 e SUBMITT

ED
Line Comments:

Total Weight:

| — I,

Figure 3-45: Replenishment Product Request Report

3-50 Shipping, Receiving, & Inventory Guide



Inventory Replenishment Reports

Running the Open Product Requests Report

1. After logging in to the Back Office, select and enter Inventory --> Inventory Reports
-->Replenishment Open Product Requests Report.

INVENTORY REPORTS

Main Menu » Inventory » Inventory

A Replenishment Product Request Report

] Replenishment Open Product Requests Report
Help Ok
Fi Enter

Figure 3-46: Replenishment Open Product Requests Report Menu Option

2. The report displays and gives you several options for viewing:
e Print: Send the results to a printer.

e Save: You can save this report with the current data, or save only the report
parameters to run this specific report with these parameters again.

If you chose to save the report, assign a
name to your report for future retrieval‘ ‘ /E 1':I-If[ N PRODUCT REQU I._I!.‘N'AI-!'\" REPORT

rapart

apart nam plict how

1) Choose one of the options in the Repor -
Save Report As: Open Product Reguest Summary Report

Save OptiOl’lS list: Repon Save Options: [~ |

Save Report with Current Data - To Zave Fepor Parmeters

save the report with the current values.
<OR>

Save Report Parameters - To save only
the parameters to use these parameters
as a template to generate a new report

at another time. E “ _
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2) Select Ok to save the report. Reports are saved to your personal report area
and can be retrieved from the, Saved Reports menu option and press
[Enter].

vantony mwn!n w

Aournal Report

3
4
5 Custamar List Repen
6 Store Lecations Report
)

Employes Repons L]

a Frica Changa Rapan
g Layaway Repors L]

Customer Account Acivity Summary Repart

Saved Reports

A
L]
5 Special Orders Report

wr
Heip
"

Figure 3-47: Saved Reports Menu Option

Note: Refer to the Xstore Reports Guide for more information about setting up and
running reports.

Open Product Request Summary

DATE: 04/23/2013
|Dounent # Date Submitted Source Entity Name
Mooeee63 04/23/2013 Industrial Supplies
e o — —— P

Figure 3-48: Replenishment Open Product Requests Report
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Shipping

Overview

The shipping function provides the ability to record the transfer of physical inventory to
another store, vendor, warehouse, or customer. It also includes the creation of
documents such as packing slips and shipping labels that are related to the transfer, and
provides the ability to search for a shipping document in order to edit or view it.

Some transaction types, such as work order repairs, may automatically generate
shipping documents at the point of sale. They can be processed using the shipping
function in the Back Office. You can also view and print a Shipping Exception Report.
Refer to the Xstore Reports Guide for more information about this report.

All shipping functions can be accessed from the Back Office Menu.

Accessing the Back Office
1. Select the Back Office option.

2. After logging in to the Back Office, select the Inventory option from the Main Menu
and press [Enter].

BACK OFFICE
Main Mo

Figure 4-1: Back Office Main Menu

Tip: You can quickly select any menu option by pressing its associated number on
the keyboard. For example, at the Main Menu, press the number 3 on the keyboard
to display the Inventory options.
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Accessing the Back Office

Note: Touch-screen users tap the item to select. See the Xstore Manager’s Guide for
Back Office touch-screen options.

3. At the Inventory menu, select the Shipping option and press [Enter].

INVENTORY

Main Menu » Inventory

| 1 Receiving |

2 Shipping

8 Print Shelf LabelsiTickets |

o]

a Inventory Reports

|L Inventory Replenishment |
| 4 Inventory Adjustment |
| & Item Transfer |
|L Item Lookup |
|; Inventory Count Options

|

|

|

=

A I aratinn Raced IW

[ Help Ok Register
(= F1 Enter F12

Figure 4-2: Inventory Menu

4. If any Shipping Documents require your attention as determined by your store’s
policies, Xstore lists the documents that require follow-up. The following options are
available:

ATTENTION DOCUMENTS
The following documents have had no activity in the previous 30 days.

STATUS DOCUMENT EXP RCPT STORE
NUMBER DATE CREATED?

SALE

OPEN 0520001000002 Y
SALE

OPEN 0520001000003 Y
SALE

OPEN 0520001000004 Y
SALE

OPEN 0520001000006 Y

Back
Esc

Figure 4-3: Attention Documents List

® Select a document from the list. Xstore displays the Shipping Maintenance
screen for the selected Shipping Document.

<OR>
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® Search for a different Shipping Document. Xstore prompts for the search criteria.
Enter the search criteria and Xstore displays the Shipping Maintenance screen
for the Shipping Document.

Note: If there are no documents that require your attention, Xstore immediately
prompts for Shipping Document search criteria.

Refer to the following sections for information about processing Shipping Documents.

Shipping Document

Searching for a Shipping Document

...continued from step 4.

1. Xstore prompts you to enter the Shipping Document search criteria at the Shipping
Document Search form:

Document 10

Customer Acct. 1D
Documeant Type

Document Stalus  open

In Frocess
Closed

Hirrk: Add Newe
Fi (2]

Figure 4-4: Shipping Document Search Form

Tip: If you know a Shipping Document does not exist, you can select the Add New
option at the Shipping Document Search form to create a new Shipping Document.
Refer to Creating a New Shipping Document for more information.

2. Enter your search criteria:

a. Scan or enter a specific Shipping Document ID, (or leave all fields blank and
select Process to return a list of all shipping documents).
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b. Select a document type from the list in the Document Type field:

Document 1D
Customer Acct. ID

Document Type

Store Transfeo
Dafactive Return
Rapair

Return To Vendor
Call Back

Sale

Document Status

e et st P

Figure 4-5: Document Type List Example

Note: Your list of document types may differ from the example shown here and is
based on the shipping process used at your store.
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c. Select one or more Document Status options:

*  Open
*  In Process

*  Closed

Select Process to display Shipping Documents that match your search criteria.

If your search criteria result in more than one record being found, you must select
the record you want from the list.

REPAIR
CLOSED

SALE
OPEN

SALE
IN_PROCESS
IN_PROCESS
CLOSED

CLOSED

CLOSED

DEFECTIVE_...

DEFECTIVE_...

STORE_TRAN...

STORE_TRAN...

STATUS SHIP TO EXP SHIP
DOCUMENT NUM... | DATE

SH11XP113111116

MNancy Lynn Smith
0643001000002 0912312013

Greyly Campbell
0643001000003 0912312013

James Forst
SH11XP113111117

James Forst
SH11XP113111118
TF11XP113111117

TF11XP113111118

Select & Add New
Continue
Enter F&

Figure 4-6: Shipping Document Search Results

Tip: If the document you are looking for is not found in the list of Shipping
Documents select the Add New option at the Shipping Document search results

form to create a new Shipping Document. Refer to Creating a New Shipping

Document for more information about creating a new Shipping Document at the

store.

4.  Select a Shipping Document from the list and press [Enter] to continue.

Note: Shipping Documents that have a CLOSED status are view-only and can only

be edited with a manager’s override, if allowed by your store’s policy.
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5. Xstore displays the Shipping Maintenance screen for the selected Shipping
Document:

QTY TO Qrr
o @ ] ITEM ID DESCRIPTION SHIP | SHIPP...

INFO GOALS MESSAGES 6005 Polarized Twenty Sunglasses 1 1
Send Sale: HO643001000009
6006 Goose Down Pillow 1 1
Send Sale: HO643001000009

Document Type: Sale
Document 1D: 0643001000004
Ref |D:
Document Date: 10/14/2013
Ship To: Nancy Lynn Smith
Ship Date: 10/14/2013
Expected ltems: 2
Status: In Process
Carrier: UPS
Tracking #:

SCAN ITEM OR UPC

Select an option from the menu

2 -Totals- 2

ttem Edit Add ster
Lookup Document | Comment
Fg Fi0 Fi1 Fi2

Back Office  John Smith m Datavantage Home Office 643 Register: 1 10M14/2013 853 AM

Figure 4-7: Shipping Maintenance Screen

The Shipping Maintenance Screen shows the following information for the Shipping
Document:

¢ Document Type: The shipping document type. For example, Return To Vendor,
Sale, Store Transfer, etc.

e Document ID: The shipping document identifier number.

e Ref ID: The shipping document reference number (if applicable).
e Document Date: The date the shipping document was created.
e Ship To: The ship-to destination information.

e Ship Date: The date the items were shipped.

e Expected Items: The number of expected items in the Shipping Document (for
user-created documents, this value is zero. Only documents created by the home
office and downloaded to the store, and documents created by an external
process such as Orders, show an expected quantity).

e Status: The Status of the shipment (OPEN, IN PROCESS, CLOSED).
e Carrier: The Carrier selected to process the shipment.

e Tracking #: The tracking number from the Carrier (if applicable).
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This screen also shows the following information for each item within the Shipping
Document:

e Item ID

* Item Description
* Quantity To Ship
* Quantity Shipped

Tip: The Shipping Document status determines the menu options that are
available at the Shipping Maintenance screen. For example, the View Packing List
option is only available when the Shipping Document is saved and the packing list
has been created.

6. Continue with Shipping the Items.

The only difference between shipping items using a user-created Shipping
Document and a Shipping Document created by the home office or a process such as
Order functionality, is the value in the Expected Quantity to Ship field. For user-
created documents, this value is always zero.

Creating a New Shipping Document

Shipping Documents are often downloaded from the home office, but you can also
create a Shipping Document in your store. For example, if there is no shipping
document, you can create one to return items to a vendor or to transfer items to another
store. Use the following process to create a new Shipping Document so that you can ship
the items and update inventory.

1. A new Shipping Document can be initiated from two different forms. To create a
new shipping document:

¢ Select the Add New option at the Shipping Document Search form.
<OR>
* Select the Add New option at the Shipping search results list.

Document 10

SHIP TO EXP SHIP STORE
oL L ]
Customer Acct. 1D DOCUMENT NLBAD._.| DATE CREAT....

Hancy Lynn Smith
0643001 000002 ORI E W

Document Type SALE Grayly Camphall
GPEN 0643001000003 082302013 ¥

Document Stalus  open
In Frocess
Closed

Herke
Fi

Figure 4-8: Shipping Document Search Form Figure 4-9: Shipping Search Results List
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Xstore displays the Shipping Maintenance form.

Document i

v
Documant 1TYpe  Slore Transfer
Docume ot Date 082302013
r =
Ship Via - DHL Track#
v
Ship To 103 - Cleveland Outist
ship Date | 102 - Starside Outiet |
103 - Claveland Outiat
Hame | 104 - Rock Hall ]

First ML Last

i
Agdress 573 Cochran K

¥ ¥
Postal Code 44138 City  Solon

statn | e rinin | cauntre " s - omaren st
E E
]

Figure 4-10: Shipping Maintenance Form

Enter the information as required:

Document ID: Depending upon your system’s configuration, the system may
generate this number automatically.

Document Type: Select the Shipping Document type from the list. This is a
required field.

Document Date: The date the Shipping Document was created or edited. This
field defaults to today’s date.

Ship Via: Select the method by which the shipment will be sent.
Track #: Enter the Tracking Number for the shipment, if known.
Ship To: Select a destination for the shipment from the list.

Tip: The list shown in the Ship To field varies depending upon the type of
document that you select. For example, a list for an RTV document type shows a list
of vendors; a list for a Store Transfer document type shows a list of stores.

Ship Date: Enter the date the shipment will be transferred from your store.

Name & Address fields: Enter the Ship To name and address information.
These fields may be populated automatically based on the Ship To information.

When you have entered all the information for this new Shipping Document, select
the Process option.
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4. Xstore prompts for the items to be included in this Shipping Document.

QTYy TO ary
@ ] i ITEM ID DESCRIPTION SHIP | SHIPP...

GOALS MESSAGES KEYPAD

Document Type: Store Transfer
Document ID: TFT1XP11311111E
Ref ID:
Document Date: 10/02/2013
Ship To: 103 - Cleveland Outlet
Ship Date:
Expected Items: 0
Status: Open
Carrier: DHL
Tracking #:

SCAN ITEM OR UPC

ar enter an item.

0 -Totals-

L]
View ttem Edit Add Register
Exceptions Lookup Document | Comment
F6 ] Fi0 Fi1 Fi2

Shipping Maintenance  John Sm...m Datavantage Home Office 643 10/02/2013  8:37 AM

Figure 4-11: Shipping Maintenance Screen Showing Item ID Prompt

Tip: There is only one difference between shipping items using a user-created
Shipping Document and using a Shipping Document created by the home office: the
value in the Expected Quantity to Ship field is always zero on your user-created
document.

5. Continue with Shipping the Items below.

Shipping the Items

1. At the Shipping Maintenance screen, scan or enter an item ID at the Item ID or UPC
prompt and press [Enter].

Tip: You cannot add new items to a Shipping Document that was created by the
home office and downloaded to your store. Only the items expected in a

downloaded document can be shipped. You must create a new Shipping Document

to ship items from your store that was not specified by the home office. See Creating

a New Shipping Document for more information.

1. You can scan each item individually at this prompt and Xstore increments the total
by one each time you scan an item. If you enter an item ID manually, Xstore prompts
for the total number to be shipped for this item ID.
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Tip: You can also scan an item ID and then select the Edit Item, Change Quantity
options to enter the total number of items counted for this shipment.

2. If prompted, enter the total number of items to be shipped for this item ID and press
[Enter] to continue.

Enter Count

Enter the i
1005- P

Figure 4-12: Shipping Maintenance Screen, Iltem Count Prompt

3. Continue counting all items to be shipped in this Shipping Document and select the
Save & Exit option to continue with the shipping process.

4. At the Save Changes prompt, select Yes to save this Shipping Document.
5. Xstore prompts if you want to ship the items you have counted:

SHIP COUNTED?

Would you like to ship the items counted
thus far?

_

Figure 4-13: Ship Counted Verification Prompt

6. Select Yes to ship the items or No to leave this Shipping Document in an in-process
state so that you can continue to access this document and make changes before
shipping the items from the store.
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If you select Yes to ship the items, You may be asked if you want to close this

document:

Would you like to close this document?

Figure 4-14: Close Document Verification Prompt

® Select Yes to set the Shipping Document status to CLOSED.

* Select No to leave this Shipping Document in an In-Process state so that you can
continue to access this document and make changes before closing the
document. The system returns to the Document Search form.

Print Shipping Label
1. If you selected Yes to ship the items, Xstore displays a prompt asking if you want to
print a shipping label. Select Yes to print a shipping label for the shipment.

SHIPFING LABEL

Do you want to print a shipping label?

_
¥

Figure 4-15: Print Shipping Label Prompt
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2. Xstore may prompt if you want to change the Carrier you selected for the shipment:

SHIPPING LABEL

Continue with originally selected
shipping method of 'UPS Next Day
Air

Figure 4-16: Override Carrier Prompt

¢ If prompted, select Ok to continue with the selected Carrier, or

® Select Override Shipping Method to select a different Carrier for the shipment.

USPS Parcal Post

USPS Priority Mail
USPS Express Mail
UPS Mect By Adr
UPS Second Day Alr
UPS Greund

Stare Truck

FedEx Next Day Air

FadEx Second Day Alr

Figure 4-17: Select Shipper Method

3. Xstore shows the number of label sheets you need and prompts you to select the
position on the label sheet for the printed label. Select the location for the label and
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press [Enter]. The column/row you selected is shown in the Selection area on the
form. In this example, Column: 1 Row: 1:

>
3
EX
Y

00000

>

Figure 4-18: Label Location Prompt

Tip: Label location selection allows you to use partial sheets of labels to ensure that
expensive labels are not wasted.

Xstore briefly displays a Calculating Label Layout message that requires no
response.

Xstore displays a message indicating the number of labh
sheets you need and the number of unused labels that

will remain on the last sheet. Press [Enter] to
acknowledge the message and print the labels.
Place 1 sheets of labels in the report

printer. There will be 9 unused labels on
the last sheet.

Xstore prompts if you want to print a packing slip:

FPACKING SLIF

Do you want to print a packing slip?

Figure 4-19: Print Packing List Prompt
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Select Yes to print a packing slip that lists the items and their quantities.

Packing Slip
RTVI160/1131111160

SHIP FROM: Store#: 101 RETURN_TO_VENDOR
Grand Central
30500 Bruce Industrial Pkwy
Solon, OH 44139
SHIP TO: Date:
James Forst Order Date: July 30, 2009
30500 Bruce Road Order Number: RTVI16W113111116C
Solon, OH 44139 Carrier: FEDEX
us Tracking #: 123456

PR order Ship

Part # Description Quantity Quantity
1003 TAUPE/ROSE SLVLS HNDKCHIEF DRE 10 10
1004 BRNTORG SLVLS TRPLE TIER DRESS 10 10
1005 RED/BLK ANML PRT CARWASH DRESS 10 10
1006 WINE TEXT DUSTER DRESS 10 10
R i ma, i PP, .

Figure 4-20: Packing Slip Example

Shipping Maintenance Options

The following options are available at the Shipping Maintenance screen before you ship
the items and close the Shipping Document:

View Exceptions: Select this option to view a list of exceptions found in this
Shipping Document. This list includes only those items where there is a difference
between the number of expected items to be shipped and the actual counted items
on the shipment. Items that are in balance are not included. Refer to To View
Exceptions for procedural information.

Change Quantity: Select this option to change the quantity of an item found in this
Shipping Document. Refer to To Change Item Quantity for procedural information.

Void Item: Select this option to remove an item found in this Shipping Document.
Refer to To Change Item Quantity for procedural information.

Item Lookup: Select this option to look up an item ID in the file. You also have the
option to add the item to the Shipping Document if the Shipping Document was

created at your store. However, you cannot add items to a Shipping Document

created by the home office and downloaded to your store. Refer to To Look Up an

Item from Shipping Maintenance for procedural information.

Edit Document: Select this option to change the Shipping Document address
information. Refer to To Edit Shipping Document Information for procedural
information)

Add Comment: Select this option to add comments for this Shipping Document.
Refer to To Add Comments to the Shipping Document for procedural information.

View Packing List: Select this option to view the packing list created for this
Shipping Document. See Figure 4-20 for an example of a packing list.
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-_ e
an o g
@ H HH ITEM ID DESCRIPTION SHIP SHIPP__

1

TASKS GOALS  MESSAGES | KEYPAD 6005 Polarized Twenty Sunglasses 0
6001 0

Range Sunglasses 1
Document Type: Defective Return
Document ID: SH11XP113111117
Ref I1D:
Document Date: 10/02/2013
Ship Ta: James Forst
Ship Date:
Expected Items: 0
Status: In Process
Carrier: DHL
Tracking #:

SCAN ITEM OR UPC

0 -Totals-

Change Void fem tem Edit Add Register
y Lockup Document | Comment
(i 9 F& 9 Fo 9 F10 9 F11 9 F12

Back Office  John Smith m Datavantage Home Office 643 10/23/2013  2:23 PM

Figure 4-21: Shipping Maintenance Options

Refer to the sections below for more information about using the shipping maintenance
options shown in Figure 4-21 above.

To View Exceptions

Use the View Exceptions option to list any items that have a difference between the
number of expected items to ship in the Shipping Document and the actual counted

items in the shipment. Items that are in balance are not included.

Note: For user-created documents, the expected item count is always zero. Only
documents created by the home office and downloaded to the store, and documents
created automatically by the Order process, show an expected quantity greater than
zero.

1. At the Shipping Maintenance screen, select the View Exceptions option
(@ Figure 4-21).

2. Xstore displays the items in the Shipping Document that have a discrepancy
between the number of items expected to be shipped and the number of items you
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counted. You may use the up and down arrow keys to scroll through the list if there
are multiple items that have discrepancies.

Warrantied Jewelr...

1003 TIE WAIST SHIRT ... 1] 2

Figure 4-22: Exception List

3. Press [Esc] to return to the Shipping Maintenance screen where you can make
adjustments as needed by using the Edit Item options after recounting the items to
be shipped.

To Change Item Quantity

Note: Your system may be set up to show Change Qty, Void Item, and Item
Lookup under the main menu option of Edit Item.

The Change Qty option allows you to change a count number that has already been
recorded for an item on the Shipping Document.

(@ Figure 4-21)

1. At the Shipping Maintenance screen, select the Change Qty option.

2. Use the up and down arrow keys to select the item that you want to edit and press
[Enter].

3. When prompted, enter the count (quantity) of items and then press [Enter].

Enter Count

Enter the
1003 - TI

Figure 4-23: Enter Quantity Prompt
Xstore updates the count on the Shipping Maintenance screen.

Voiding an Item

Use this option to remove an item from the Shipping Document. Only items that were
added to the Shipping Document at the store can be voided.
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(3 Figure 4-21)
1. At the Shipping Maintenance screen, select the Void Item option.

2. Use the up and down arrow keys to select the item that you want to void and press
[Enter].

Note: If you try to void a line item on a Shipping Document downloaded from the
home office, Xstore displays a message indicating that the item cannot be voided.

Press [Enter] to acknowledge the message and return to the Shipping Maintenance
screen.

3. If the item can be voided, Xstore prompts you to confirm that the selected item
should be voided. Select Yes to remove the item from the Shipping Document item
list.

MOID ITEM?

Are you sure you want to void this item?

-

Figure 4-24: Confirm Void Prompt

Xstore removes the item from the list and recalculates the total number of items in
the shipment shown on the bottom of the View Port.

4. Press [Esc] when you are finished editing the shipping item list to exit from edit
mode.

Xstore has now removed the voided item from the list of items to be shipped at the
Shipping Maintenance screen.

Note: If configured, the voided item is displayed only when you are in the edit
mode.

To Look Up an Item from Shipping Maintenance

Use the Item Lookup option to search for an item in the database. The item can then be
added to the Shipping Document if it is a store-created document.

1. Select the Item Lookup option at the Shipping Maintenance screen.
(@) Figure 4-21)
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2. Xstore displays the Item Lookup form. Enter the search criteria and select Process.

Item ID

Department <ALL=>

Subdepartment <ALL>

Class <ALL=>

Subclass <ALL=>

Style ID

Description

Help Process
F1 F8

Figure 4-25: Item Lookup Form

Tip: Your store may be configured with advanced lookup options that provide the
ability to specify Custom Groups and Details to further define your search criteria.

Select the exclude box to not include an item in your search.

ITEM LOOKUP
Enter search criteria.

4 \
Item ID Exclude
Gender <ALL> v | [
Department <ALL> hd Season <ALL> =]
Subdepartment <ALL> i Material <ALL> v |
Class <ALL> 4 Line <ALL> =
Subclass <ALL> 4 Shoe SWO003 - Winter 4|3
Style ID Use Type <ALL> |
Description \ <
— o —

3. If more than one item matches the search criteria you entered, select the item from
the list of items and select Ok. Xstore displays the item information.
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4. Select the Add Item option to add the item to the Shipping Document.

Green S Tee Shirt { fem# 330201 | Stle# 330000 | Color Green | Siza: Smal (4) In Stock

PRODUCT INFORMATION INVENTORY STOCK RELATED ITEMS fLE GRID PRICE INFORMATION

= MERCHANDISE HIERARCHY Green S Tee Shirt
Department: Mens Apparel - 730 Class: Mens Tees - 730100100 wenithl
Subdepartment: Mens Shirts - 730100 Subclass:
Season: Style: 330000

- yENDOR INFORMATION

Vendor: Part #:
Orderable: Yes Order Lead Days: 0

—»" PRODUCT ATTRIBUTES

tem Type: STANDARD Unit of Measure:
Stock Status: Tax Group: State/County Tax
Returnable: Yes Restocking Fee:

/| TODAY'S SALES

Net Sales: Qty: - ]

MSRP: Sales Tax: $1.00

1 Wl inventory | Previous Register
Lookup Tab
F9 F10 F12

Figure 4-26: Item Information Screen

Help ' Add ftem

F1 F2

5. Xstore prompts for the number of items with this Item ID to be added to the
Shipping Document. Enter the number of items to be shipped and press [Enter] to
add this item and the item count to the Shipping Document.

Enter Count

Figure 4-27: Enter Count Prompt

To Edit Shipping Document Information
1. At the Shipping Maintenance screen, select the Edit Document option.

((®) Figure 4-21)

Note: This function may be controlled by security and you may be prompted to
verify your identity before continuing. Enter your Employee ID and password at the
Verify Identity prompt and select Process to continue.
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Xstore displays the Shipping Document Maintenance form showing the current
information for the document.

Document ID 0643001000002

Document Type Sale

Document Date  09/23/2013

v
Ship Via  [I53s Track# 123
Ship To | PHL kv Lynn Smith

FedEx
Ship Date | UPS

MName Warehouse Truck Lynn Smith

Store Truck M. Last
DM/Store Personnel
Other

Address

r r
Postal Code 44087 City Twinsburg

L4 L4
State  OH - Dhin Country 1S _ 1INITED ST#

[ Help Process
(= F1 F8

Figure 4-28: Shipping Document Maintenance Form

2. Edit the Shipping Document information as required and select Process to continue.

Xstore updates the Shipping Document information.

Note: About Shipping Documents
* The Document ID cannot be changed.

* The Document Type cannot be changed for a Shipping Document unless
the document was created at the local store.

To Add Comments to the Shipping Document
1. At the Shipping Maintenance screen, select the Add Comment option.

((8) Figure 4-21)
Xstore displays the Add Comment form.

ADD COMMENT

Figure 4-29: Add Comment Form
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2.

Type a comment and select Ok to return to the Shipping Maintenance screen. The
comment is associated with the Shipping Document.

Shipping Exception Report

This report shows a document-by-document list of shipped items on which there was a
difference between the expected shipping quantity and the actual shipped quantity. The
report includes a total number of items expected to ship and the number of items
actually shipped, per shipping document number.

This report allows you to specify the Date, Document ID Number, and Document Type,
and it can be viewed on the screen as well as printed.

The following information is included on the Shipping Exception Report:

Date

Item ID

Serial Number

Description

Expected Amount

Shipped Amount

Difference Between Expected and Shipped
Document ID

Document Total

Running the Shipping Exception Report

Refer to the Xstore Reports Guide for more information about this report.

1.

After logging in to the Back Office, select and enter Inventory --> Inventory Reports
--> Shipping Exception Report.

The Shipping Exception Report parameters form displays.

SHIPFING EXCEFTION REFORT

Enter parameters to use when running this report.
Report Dote (TR

Specitic Date

Fun
Peport
¥

Figure 4-30: Shipping Exception Report Form

Note: Carton # is not supported in the Shipping Exception Report.
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3. Enter your criteria to generate the report:

e Start Date

<OR>
A date option from the list in the relative date field
Specific Date ’
Today (01/23/2013)
| Yesterday (01722/2013)

Figure 4-31: List of Relative Dates

* Shipping Document Number
e Carton Number - Not supported.

¢ Document Type, as seen in the list below:

SHIPFPING EXCEFTION REFORT

Enter parameters to use when running this report.

Report Date 10142013

Spocic Date =]
Document #
Carton ®
DocType o

ALL
Store Transter
Deluctive Heturn

Retum To Vendor
Call Back
Sale

Frint
Fa

Figure 4-32: List of Document Types

4. Select one of these options to finish your report:
* Run Report: Execute the report and display the results on the screen.
* Print: Execute the report and send the results to a printer.

* Save: You can save this report with the current data, or save only the report
parameters to run this specific report with these parameters again.

If you chose to save the report, assign a name to your report so it can be viewed
whenever needed.

v
Sava Rapert As: Shipping Cxeaption Repen
Repont Save Options. I - |

Save Report Paramaters

=3
n

Figure 4-33: Save Report Options
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1) Choose one of the options in the Report Save Options list:
Save Report with Current Data - To save the report with the current values.
<OR>

Save Report Parameters - To save only the parameters to use these
parameters as a template to generate a new report at another time.

Note: Use a relative date rather than a specific date for this option.

2) Select Ok to save the report. Reports are
saved to your personal report area and can be
retrieved from the, Saved Reports menu
option and press [Enter].

vy e O .

| dournai fsport
| Customar List Fagert
| sitare Locations feport

| Lmgloyes Reports ()

Layaway Reports L]

i
"
5
[}
2

B Prica Changa Ragcr
]
A Customar Account Activity Summary Report
B

€ Spacial Grders Feport

-
o

Note: Refer to the Xstore Reports Guide for more information about setting up and
running reports.

Shipping 4-75



Shipping Manifest Report

Shipping Exception Report

Report Date: 05/21/2011

Document Type: ALL

|mre Item ID Serial # Description Expected Shipped Difference|
#: 0110001000017
1006 WINE TEXT DUSTER DRESS 1 [ o
1008 BLE/GREEN SLVLS VNK FLORAL ORE 1 @ (€3]
(DOCUMENT #: Q110001000017) Toral : [ 2
DOCUMENT #: 0110001000018

05/21/2011 1003 TAUPE/ROSE SLVLS HNDKCHIEF DRE 1 [ (e8]
1003 TAUPE/ROSE SLVLS MNDKCHIEF DRE 1 [ (¢3)
1008 RED/BLE ANML PRT CARWASH DRESS 1 [ (¢3)
05/21/2011 1008 RED/BLE ANML PRT CARWASH DRESS 1 [ (¢3)
05/21/2011 BOUS Sun Glasses NLP 2 1 e8]
05/21/2011 6005 Sun Glasses NLP 1 (¢3)
(DOCUMENT #: 0110001000018) Total : L (&)

DOCUMENT #: RTVIIFAL1311111%9
6003 Sun Glasses PG 3 [ (€3]
6003 Sun Glasses PG 3 [ (€3]
6004 Sun Glasses TWLP 5 [ (€3]
6004 Sun Glasses TWLP 5 [ (€3]
6005 Sun Glasses NLP 9 [ ()
05/21/2011 6005 Sun Glasses NLFP 9 [ ()]
(DOCUMENT #: RTVII7AL13111119) Toral : 34 L (34)

DOCUMENT #: TF117A11311111R
05/21/2011 1005 RED/BLE ANML PRT CARWASH DRESS o 3 3
08/21/2011 1007 PURPLE JACQ VNK ENVELOPE DRESS o 4 4
(DOCUMENT #: FFI]?-UJJ!I“_}.EL_FG_{:? T o 7 7

" P o e PR,

Figure 4-34: Shipping Exception Report

Note: The expected count will be zero for all items on a user-created document.
Only documents downloaded from the home office have a value for the expected
item count.

Shipping Manifest Report

This report shows detailed information for each shipment that was sent within the given
date range. The report includes where the shipment was sent, carrier, and tracking
information, and a list of all items included.

This report allows you to specify only the Date that the shipment was sent.

The following information is included on the Shipping Manifest Report:
e Ship To (Name and Address)

e Ship Date
e Carrier

* Ship Via
¢ Tracking#
e JtemId

e Jtem Description

[ ) Qty

Running the Shipping Manifest Report

Refer to the Xstore Reports Guide for more information about this report.
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1. After logging in to the Back Office, select and enter Inventory --> Inventory Reports
--> Shipping Manifest Report.

Shipping Exception Report

Racalving Exception Report

Hustock Heport

1
£l
3+
; Mem Lizt Report
6 Iwandcry Movement Histary Repart
6 Inventorny Movement Heport
7 Invantery Stock Cost
B Shipping Manifest Repon
'L Huceiving Heport

A Raplanishment Product Requast Repert

Help Prrgister
Fi Fi2

Figure 4-35: Shipping Manifest Report Menu Option

2. The Shipping Manifest Report parameters form displays. Enter your criteria to
generate the report:

SHIFFING MANIFEST REFORT

Enter parameters to use when running this report.
Date Range  (TTIEENE)

0112013

Spucite Date

a

Fun
FReport
2

Figure 4-36: Shipping Manifest Report Form

¢ Date Range
<OR>

A date option from the list in the relative date field

Today (01232013 - 01232013)

Current Week (017202013 - 01726/2013)

Current Month (01012013 . 01312013)

Current Quarter (01012013 - 03312013)

Current Year (01012013 - 12312013)

Yesterday (01222013 - 01/222013)

Previous Week (01132013 - 01192013) o

——

Figure 4-37: List of Relative Dates

3. Select one of these options to finish your report:
* Run Report: Execute the report and display the results on the screen.

¢ Print: Execute the report and send the results to a printer.
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* Save: You can save this report with the current data, or save only the report
parameters to run this specific report with these parameters again.

If you chose to save the report, assign a name to
your report so it can be viewed whenever
needed.

1) Choose one of the options in the Report Say
Options list:

Save Report with Current Data - To save the
report with the current values.

<OR>

Save Report Parameters - To save only the

parameters to use these parameters as a E “ _

template to generate a new report at another

time.

Note: Use a relative date rather than a specific date for this option

2) Select Ok to save the report. Reports are saved to your personal report area
and can be retrieved from the, Saved Reports menu option and press
[Enter].

IeneamcTy mnnmn w

ES
4 Aournal Papert
B

Custamer List Repart
6 Stare Locations Repart
7 Employss Rapens L]
B Price Change Repon
9 Layawsy Reports L]
A Customer Account Activity Summany Repen
o

Saved Peports

© Speckl Orders Roport

Figure 4-38: Saved Reports Menu Option

Note: Refer to the Xstore Reports Guide for more information about setting up and
running reports.

Shipping Manifest Report

Date Range: 04/13/2013 04/13/2013

Ship To: Debbie Frost Ship Date: 04/13/2013
6573 Cochran Rd .
Solon, OH 44139 US Caneden:RHL
Ship Via:
Tracking #: 556
Item Id Item Description Oty
6011 Black Leather Walkch 4

i, . JE—

Figure 4-39: Shipping Manifest Report
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Physical Inventory Counting

All merchandise items, whether entering the store through receiving and return
functions or leaving the store through sales and shipping functions, are tracked using an
inventory process. This inventory tracking occurs at the item level, resulting in an audit
trail from the time the item enters the store and continuing until the item leaves the
store.

The inventory process allows you to enter item inventory counts and make adjustments
to the inventory quantity of items. The Xstore Physical Inventory function allows you to
accurately and efficiently count on-hand merchandise. After a count takes place, the
local inventory is updated and accurate counts are posted to the home office. Physical
Inventory can be conducted through the register system.

* Real-time inventory is adjusted automatically during normal POS activity. This
normal activity includes—but is not limited to—sales, returns, shipping, and
receiving of physical, saleable store merchandise. Real-time inventory does not
require any additional interaction by the user during normal transaction processing.

® The physical inventory method uses counting as the means by which store
personnel manually count merchandise items in the retail store. A store associate
performs the count, and then enters the count values into the system where they are
stored. The system applies the adjustments to each item’s inventory.

Xstore provides three different types of inventory counts to meet your specific
requirements:

* Physical Count: Counting all in-stock items.

To perform a physical count, a layout must be set up for the store using the Store
Layout functionality. Multiple count sheets are created to allow several associates to
count different sections of the store. Additional cycles of counting can be performed
if there are variances from the expected values and from previous counts.

* Cycle Count: Counting a subset of the entire stock.

Only one count sheet is used for a Cycle Count, although additional cycles of
counting can be performed if there are variances from the expected values and from
previous counts.

* Supply Count: Counting internally-used supplies, rather than saleable items.

This count type is similar to a Cycle Count; however, it automatically populates the
count sheet with all supply items defined for your store.

The following processes described in this section are used to create and find the count
documents, create count sheets, and count the on-hand merchandise.
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Inventory Counting Steps - Overview

The following steps describe the generalized process that conforms to the system-
enforced steps for conducting inventory counts. Submitting counts can be done while
the store is open. The store must be closed to Initiate a count. However, if allowed by
your store policy, you can set up your count sheets while the store is open, and in some
situations, enter your first counts into the system.

The initial step is to find an existing Inventory Count document, or to create a new
document if allowed by your store policy. Once the Inventory Count document is
located, perform the following steps:

1. Generate Count Sheets for the Inventory Count document. This step applies to a
Physical Count type only. Skip this step for Cycle Count and Supply Count sheets
since they are generated automatically for the Inventory Count document.

2. Print the count sheet(s). Depending on your store policy, this step may be optional,
or performed at another time in the counting process.

Note: Print the count sheet (s) option may be unavailable depending on your
store’s configuration.

3. Initiate the count for the selected Inventory Count document [BASED ON SECURITY
PRIVILEGE]. This step is usually performed on the day of the count, and takes a
snapshot of the current inventory ledger. It is only performed when the store is
closed and online. The count must be initiated before the count quantities can be
submitted (posted). This step allows your count to be compared to the system-
expected quantity. Any variances between your count and the system-expected
quantity is reported, allowing you to resolve any discrepancies through additional
counting cycles.

4. Perform the actual count of the items and enter the quantities into the system.
Depending on your store policy, you may be able to perform this step before
initiating the count. However, even though you may be able to enter your counts
into the system, you cannot submit the count until the initiation step is performed.

5. Submit the count. Your count is compared to the system-expected quantity
captured during the initialization process (step 3).

6. Perform a recount if there is a variance between the system-expected quantity and
the count quantity:

e If your system is set up for automatic variance processing, Xstore automatically
creates a second count cycle for you, with only the items you must recount. If the
second count results in any variances, the system creates another count cycle
automatically, and continues to create as many cycles as needed to resolve any
discrepancies, up to the maximum number of cycles allowed by your store

policy.

¢ If your system is set up for manual variance processing, the system will not
create additional cycle counts automatically. However, you can mark individual
sheets to be moved to the next cycle for recounting until the maximum number
of cycles is reached, or the count is completed.

7. Complete and post the final counted quantities to update your inventory [BASED
ON SECURITY PRIVILEGE].
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Inventory Count Documents

An Inventory Count document can be created at the home office and downloaded to a
store, or a store can create its own Inventory Count documents, if allowed by store
policy. An Inventory Count document contains the summary information for the count,
specifies the date the count should be started, and identifies the items for the count.

e If an Inventory Count document exists for the count you want to perform, see
Finding an Existing Inventory Count Document below.

e If an Inventory Count document does not exist for the count you want to perform,
see Creating a New Inventory Count Document. This option will only be available if
your store policy allows store-created Inventory Count documents.

Finding an Existing Inventory Count Document

1. At the Register Login screen, select the Back Office option, and log in to the Back
Office by entering your employee ID and password when prompted.

2. Select the Inventory option from the Main Menu and press [Enter].

BACK OFFICE

Main Menu

| 1 Dashboard |

| 2 Flash Sales |

3 Inventary

4 Employee Maintenance and Payrall

5 Manage Tills

[ Open/Close Options

8 Reports

] Journal

| 7 Tender Exchange |
| |

A Cuctnmear Mninlnwnd Arenun te
Help Ok Register
Fi Entter Fi2

Figure 5-1: Back Office Main Menu
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3. At the Inventory menu, select Inventory Count Options and press [Enter].

INVENTC

Main Menu »

1 Receiving

2 Shipping

‘ 4 Inventory Adjustment ‘

3 Inventory Replenishment
& Item Transfer
] Item Lookup

7 Inventory Count Cptions

8 Print Shelf Labels/Tickets ‘

=

‘ g Inventory Reports

A I aratinn Raced Iw
Back Help Ok Register
Esc F1 Enter F12

Figure 5-2: Inventory Count Options Menu

=

4. Select Inventory Count.

INVENTORY COUNT OPTIONS

Main Menu p Inventory » Inventory Count Options

| 1 Store Layout Maintenance |

2 Inventory Count

[ Help Ok Register
(= F1 Enter F12

Figure 5-3: Inventory Count Options
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5. At the Inventory Count search form, enter search criteria to find the Inventory Count
document, then select Process to initiate the search.

Important: This form is based on security privilege. If the logged in user does not
have the search privilege, the search form will not display. Instead, Xstore displays a
list of Initiated and Submitted counts.

Figure 5-4: Inventory Count Search Form

INVENTORY COUNT
Enter criteria below to search for an inventory count.

Gount 1D
Bagin Date
Gount Type

Status oy
Initiated
Submitted
Complete

Tip: Leave all fields blank and select Process to list all Inventory Count
documents.

The Inventory Count search form contains the following fields:

¢ Count ID - This is the auto-generated count identifier associated with the
Inventory Count document. Type or scan the count identifier in this field.

* Begin Date - This is the date the count is to be performed.

¢ Count Type - Select the type of count from the list: Physical Count, Cycle Count,
or Supply Count. See Overview for more information about these three different
types of inventory counts.

* Status - Select the count document status from the list:
- New - No action has been taken on this Inventory Count document.

- Initiated - A snapshot of the database has been taken for this Inventory
Count document.

- Submitted - All count sheet status for this Inventory Count are submitted.

- Complete - Items on this Inventory Count document have been counted,
submitted, and completed.

Note: If an Inventory Count document matching your search criteria is not found,
or you want to create a new inventory count, select the Add New option. See

Creating a New Inventory Count Document for a step-by-step procedure describing

how to create a new Inventory Count document.
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6. Xstore displays a list of Inventory Count documents based on your search criteria.
Use tAbhe up and down arrows to select the document you want and press [Enter].

INVENTORY COUNT
Select an inventory count.

COUNTID COUNT TYPE

DESCRIPTION COUNT STATUS BEGIN DATE
11Q111311114G6 Cycle Count

Front Store Submitted 1211512014

11Q111311114K Cycle Count
Register Initiated 1211512014

Figure 5-5: List of Existing Inventory Count Documents

The Inventory Count list shows the following information for each document:
¢ Count ID - The inventory count identifier.

® Description - The brief description of the Inventory Count.

Count Type - The type of count: Physical Count, Cycle Count, or Supply Count.

Count Status - The current status of the count: New, Initiated, Submitted, or
Complete.

¢ Begin Date - The date the count is scheduled to begin.

Note: Inventory Count documents created by the Home Office cannot be cancelled
or edited.

7. Xstore displays the count screen for the selected Inventory Count document:

* If you are performing a Cycle Count, continue with Cycle Count Process for
step-by-step instructions.

¢ If you are performing a Supply Count, continue with Supply Count Process for
step-by-step instructions.

¢ If you are performing a Physical Count, continue with Physical Count Process
for step-by-step instructions.

Creating a New Inventory Count Document

The following steps describe how to create a new Inventory Count document. Any
Inventory Count documents you create will be flagged as Store Created for tracking
purposes.

Important: Inventory Counts cannot be created or initiated in offline mode.

Creating a new Inventory Count document is based on security privilege.
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1. After selecting the Add New option at the Inventory Count Search form (refer to
Figure 5-4), Xstore displays the Inventory Count document form. Enter the
information in the fields as required to create a new Inventory Count document for
the type of count you want to perform, and select Process.

INVENTORY COUNT

Enter information for the new inventory count,

Begin Date ~
Count Type ~

Description

Figure 5-6: Inventory Count Document Form

* Begin Date: Enter the date on which the counting should be started.

e Count Type: Select the type of count for this Inventory Count document. The
following count types are available in Xstore:

-  Cycle Count - Counts a subset of the entire stock. See Cycle Count Type
Setup for setup instructions.

- Supply Count - Counts internally-used supplies, rather than saleable items.
See Supply Count Type Setup for setup instructions.

- Physical Count - Counts all in-stock items. See Physical Count Type Setup
for setup instructions.

¢ Description: Type a brief description of the Inventory Count. The description
does not need to be unique.

2. Use the menu options to create the list of items to be inventoried by this Inventory
Count document.

Refer to the count types below for the specific information required for each type of
count.
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Cycle Count Type Setup

Important:  You can create multiple initiated Cycle Count documents. Xstore will
not check for overlap of inventory so be sure to create counts for different areas of
the store.

...continued from step 1

o ‘:é(i @ S EEE Cycle Count ltems Count #: 11Q111311114G

WEATHER GOALS MESSAGES | KEYPAD ITEM LEVEL _ ST

Count # 11Q111311114G
Description: Front Store

Add Cycle Count ltem o
Enter or scan an item that will be counted as

part of this cycle count.

Save & Add Merch | Remove
Continue Level Item
F2 F3 e F4 9

Figure 5-7: Cycle Count Setup Screen Example

1. Choose one of the following options to add the items to the new Cycle Count
document:

@ Scan or enter the item IDs to be counted on this Inventory Count document.

<OR>

@ Select the Add Merch Level option to add all items in a merchandise level.

If you select the Add Merch Level option you will be prompted to select a
merchandise level to be added to the Inventory Count document:
Department, SubDepartment, Class, Subclass.

The actual items associated with each  _

merchandise level are not shown in Cycle Count tems Count # 11XP11311113A
the list of items to be counted on the [posLBEI s oEteTin
Inventory Count document. The EEn ‘ Ponaes ity Suaasses
merchandise level identifier (CLASS,
DEPARTMENT, etc.) is displayed as a
place holder and will be expanded to
show the items within this merchandise level on the count sheets created in a

later step.

T,
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Note: Select the Remove Item @ option if you need to remove a count item from

the list. You will be prompted to select the item/merchandise level to be removed
from the Inventory Count document.

2. After adding the items to be counted on this Inventory Count document, select Save
& Continue to create the new Cycle Count. Cycle Counts only use a single count
sheet for all items.

3. At the confirmation prompt, select Yes to save the Cycle Count items you added.

Do you want to continue to the cycle
count process?

Figure 5-8: Save Cycle Count Items Confirmation Prompt

4. The system displays the Cycle Count screen:

COUNT
@ = H] SHEET#| BUCKET SECTION STATUS

WEATHER GOALS MESSAGES | KEYPAD On Hand Cycle Count

Store: 520
Count#: 1101113111146
Description: Front Store
Count Type: Cycle Count
Begin Date: 1211512014
Count Status: New

BUCKET COUNT CYCLE STATUS

On Hand 1 Preliminary

Inventory Count

Select one of the following menu options,
select a count sheet from the list, orscan a
count sheet barcode.

Back | | Print 1 View
Multiple Variance
Sheets Reports
Esc F6 Fo

Figure 5-9: Cycle Count Screen

® Refer to Cycle Count Process to continue with the counting process.

<OR>
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® DPress[Esc] at the Cycle Count screen if you are not ready to begin counting at
this time. The Cycle Count document will be available in the list of existing
Inventory Count documents when you are ready to continue with the count
process.

Supply Count Type Setup

...continued from step 1

COUNT
o SHEE... | BUCKET SECTICN STATUS

INFO TASKS GOALS | MESSAGES | KEYPAD On Hand Supply Count Preliminary

Store: 643
Count# 11XP11311113C
Count Type: Supply Count
Begin Date: 10/23/2013
Count Status: New

BUCKET COUNT CYCLE STATUS

On Hand 1 Preliminary

Inventory Count
NTER to

Initiate Print View Cancel Handheld || Register
Count Count Variance | Count Options

Sheet Reports
F3 5 Fg Fi0 Fi1 Fi2

Back Gffice  John Smith 10/23/2013  2:02 PM

Figure 5-10: Supply Count Example

@ For a Supply Count, all items identified as supplies in your store are automatically

added to the count sheet. Supply Counts use a single count sheet for all items. You
cannot remove supply items or add any items to this sheet.

Note: Supply Count items are listed automatically. You do not need to create the
list.

Press [Esc] if you are not ready to begin counting at this time. The Supply Count
document will be available in the list of existing Inventory Count documents when you
are ready to continue with the count process.

Refer to Supply Count Process to continue the counting process.
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Physical Count Type Setup

...continued from step 1

COUNT
BUCKET SECTION STATUS
" sz SHEET# _—_
(i ] = 2

INFO TASKS GOALS MESSAGES KEYPAD

Store: 101
Count# 116W11311111C
Description: Layaway
Count Type: Physical Count
Begin Date: 031122015
Count Status: New

BUCKET COUNT CYCLE STATUS

Inventory Count

Select one of the following menu options or
select from the list.

Generate ||
Count

Sheets

F2

Register

F12

Figure 5-11: Physical Count Screen Example

5. Select the Generate Count Sheets menu option to add the items in each section to
this new Inventory Count Document.

COUNT

BUCKET SECTION STATUS
1 on Hand on Hand Praliminary
7 on Hand Womans Pratiminary

@

GOALS

MESSAGES  KEYPAD

Storo: 643
Count & TIXPI131I11118
Count Typa: Physical Count
Begin Date: DSF2AR2013
Count Status: Hew

BUCKET COUNT CYCLE

on Hand 1

©n Hand

Proliminany

Preliminary

Figure 5-12: Sheets and Count Sections

Note: For a Physical Count, the Store Layout defined for your store is used to add
items to be counted. See Store Layout Maintenance for detailed information about
defining sections and items for your store.

The actual items associated with each section are not shown in the list of items to be
counted on the Inventory Count document. The section identifier is displayed as a place
holder and will be expanded to show the items within this section on the count sheets
created in a later step.

Once the count is created, do one of the following;:

* To continue the counting process, refer to Physical Count Process.
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¢ If you are not ready to begin counting at this time, press [Esc]. The Physical
Count document will be available in the list of existing Inventory Count
documents when you are ready to continue with the count process.

Cycle Count Process

The initial step in the Cycle Count process is to find an existing Inventory Count
document, or to create a new document if allowed by your store policy. See Inventory
Count Documents for detailed information about locating an Inventory Count
document.

Once the Inventory Count document is located, perform the following steps.

1. Select the Cycle Count document you want to count and press [Enter].

INVENTORY COUNT
Select an inventory count.

COUNTID COUNTTYPE
DESCRIPTION COUNTSTATUS BEGIN DATE

11Q111311114G Cycle Count
Front Store Submitted 12115/2014
11Q111311114K Cycle Count
Register Initiated 12115/2014

Back Add New
Esc F7 &

Figure 5-13: Inventory Count Document List
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The Cycle Count screen displays showing the Cycle Count status for both the Inventory
Count document and for the count:

COUNT
et S SHEET# | BUCKET SECTION STATUS
o w © = U

WEATHER GOALS MESSAGES = KEYPAD L Coband CyciaCout

1) Store: 520
Count#: 11Q111311114G
Description: Front Store
Count Type: Cycle Count
Begin Date: 1211512014
Count Status: New

BUCKET COUNT CYCLE STATUS

On Hand 1 Preliminary

@

Inventory Count

Select one of the following menu options,

select a count sheet from the list, orscan a
count sheet barcode.

View
Variance
Reports
]

Figure 5-14: Cycle Count Screen - Count Cycle 1

@ This area of the screen displays the information for the Inventory Count document:

Store ID, Count ID number, Count Type, Begin Date, and Count Status (New, Initiated,
or Complete). See page 83 for additional detail about these elements.

@ This area displays information for the count sheet:

¢ Bucket - The inventory bucket identifier for this count sheet. Inventory buckets
are pre-defined for your store. For cycle counts, only the On Hand bucket is
counted.

e Count Cycle - Indicates the number of times the bucket has been counted so far
in order to reconcile any count variances and complete the count. The count
cycle will always be set to 1 for the first count. If additional counts are needed to
resolve a discrepancy, this number will increment for each recount.

* Status - The status of the bucket within the current count and cycle:
- Preliminary - The beginning status for a new count.
- Printed - Indicates the count sheet has been printed.
- Saved - Indicates the count sheet has been saved.

- Complete - Indicates the count sheet has been completed.
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2. To begin the counting process, you have the following options:

a. [OPTIONAL]

l DESCRIPTION
If you g wrﬁFi '@M' MFFI]FS KF!\‘EM.\ COTTNJERSEY TRAED URESY
want to ° ol o PEASANT TOP JERSEY DRESS
1086 ROLL SLEEVE SWEATER DRESS
see the Stow: 520 008 DRAWSTRING PRASANT DRESS
temson o e
Gount Type: Cyce Count e —T
the count a-::::m :2:"::': . 202 Black Dress wiScalop Nack
UG o A 3003 TaupalRots Slervabns Dross
SheEt/ é '::: ?" Lol a4 Sleoveless Tripks Tior Dreas
el d
press 2 e m e
[Enter] to 2007 Purphe Envelope Dress
Open the 3008 B ch)Green Floral Dress
3009 Venture JucketSerial
I Black/Whie Skeeveless Dress
selected eo24 Linen Shicks
count 6025 Floral Asymmatrical Tunic
. Entar Count s '._..--‘h'- camse
sheet; or, szt Side BohudPars
. s02% Floral Faux Wrap Dress
lf you Entar a quantity for t < o Disaliow ET
have a suluct ene of the menu . &z Disallow Change -
Page 102
printed ; . .
count
sheet
available,

scan the barcode on the sheet. The items to be counted are listed on the view
port.

Press [Esc] to return to the previous screen and print the count sheet.

b. Select the Print Count Sheet menu option to print the count sheet on the report
printer. The count sheet status is updated to Printed and a count sheet is created.

Count #: 1101113111146 Status: Printed
nms “Il |H ”| ‘” |”|| ‘ll ” ”|I| T
On Hand
Section: 1 Cycle Count
Recorded by: (MY Counted by:
Count Sheet #: 1
Item ID Description Qty
1002 COTTON JERSEY TIERED DRESS
1005 PEASANT TOP JERSEY DRESS
1006 ROLL SLEEVE SWEATER DRESS
1008 DRAWSTRING PEASANT DRESS
1015 Blue Jersey
1111 MALE DRESS
1112 FEMALE DRESS
3002 Elack Dress w! Scallop Neck
3003 Taupe/Rose Sleaveloss Dress
3004 . 5[::\-:[0“ Triple Tier Dress

Figure 5-15: Printed Count Sheet

Use this sheet to manually record your item counts.

Note: The Print Multiple Sheets option is usually used for Physical Counts of the
entire store when more than one count sheet exists, not for Cycle Counts.

To print multiple count sheets, select the Print Multiple Sheets menu option. Select
the count sheets to be printed. When prompted, select Yes to confirm. The count

sheet status will be updated from Preliminary to Printed.
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Important: The store needs to be closed to initiate a count and submit your counts.
Counts are usually initiated on the day the inventory count takes place.

If enforced by your store policy, you cannot enter your counts until the count has
been initiated.

Note: About the count menu options:

* Initiate Count [BASED ON SECURITY PRIVILEGE] - This process allows
your counts to be compared to the snapshot system-expected
quantity. Depending on your store policy, you may be required to
initiate the count before entering any counts into the system. Or, if
your store policy allows, you may be able to enter your counts before
initiating the count. In either scenario, the store must be closed before
you can initiate the count.

* Cancel Count [BASED ON SECURITY PRIVILEGE] - This option allows
you to cancel your count up until it is completed. Only store-created
Inventory Counts can be cancelled. When prompted, select Yes to
cancel the count.

CANCEL COUNT

Do you want to cancel this inventory
count? Once cancelled, it will no longer
be accessible.

* Complete Count [BASED ON SECURITY PRIVILEGE] - This option marks
the count sheet as complete. The Complete Count menu option will
only be enabled after the count cycles for the inventory count are
complete.

* Esc - This option will exit the current Count document, and take you
back to the Inventory Count search form (Figure 5-4)..
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3. When the store is closed, select Initiate

Count to take a snapshot of current
inventory TASKS GOALS MESSAGES KEYPAD
e e el . Store: 643
This initiation process takes a snapshot of Count#: 11XP11311111T
your current inventory ledger to be used GountType: Cycte Count
Begin Date: 10/

15/2013
(Count Status: Initiated

BUCKET

to calculate variances between the

expected (snapshot) quantity and the

quantity you entered into the system. on Kand ! Prefiminary

Counts must be initiated before they can
be submitted.

4. Count the items listed on the cycle count sheet. When you have finished counting
the inventory items, return to the Inventory module to enter your counts into the
system. Refer to the Cycle Count Process, if you need instructions for locating the
Inventory Count document you are working on.

5. If the item to be counted is keyed, select the item to be counted from the list and
enter the count. Xstore moves to the next item on the list.

If the item to be counted is scanned, scan the item. Xstore will increment the counted
quantity by 1, unless your store is setup to prompt for quantity.

('} @ ] [11]

e s
- .= 3002 Black Dress w/ Scallop Neck
WEATHER GOALS MESSAGES KEYPAD
3003 Taupe/Rose Slesveless Dress

3004 Sleeveless Triple Tier Dress
3005 Animal Print Carwash Dress

Store: 520
Count #: 11Q111311114G

Description: Front Store

3006 Wine Text Duster Dress
3007 Purple Envelope Dress
3008 Black/Green Floral Dress
3009 Venture Jacket/Serial
3010 BlackMhitc Skeeveless Dress
6024 Linen Sacks

6025 Floral Asymmetrical Tunic
6026 Twisted Rope Camisole
6027 Side Belted Pant

6028 Floral Faux Wrap Dress
6701 Disallow ET

6702 Disallow Change

9210 PF Description

9220 Force Q1

9230 PF Quantity

Enter Count 9240 PF Weight
[100] 9250 Sale Qo2
9260 PF Quantity/Min Sale Qo2

Enter a quantity for the selected item or
select one of the menu options. 9270 Max Sale Qo4

Count Type: Cycle Count
Begin Date 12/15/2014
Section: 1 Cycle Count
Bucket: On Hand
Count Cycle: 1
Status: Printed

Page10of2

Previ Next Page Last Page
Page
F7 B Fl0

Back Office Shree Sakthi m Datavantage Home Office 520 1211512014 10:59 AM 2 F1

Figure 5-16: Cycle Count Item List - Enter Count

Note: You cannot add new items to a Cycle Count sheet. Only items listed on the
count sheet can be included in the count.

6. Select Save Count Sheet.
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7. Select Yes to confirm. The count sheet status changes to saved.

8. Select Submit Count Sheet.

Seer. _—-
suw
o ] o SHEET# | BUCKET SECTION STATUS

INFO TASKS GOALS MESSAGES KEYPAD On Hand Cycle Count Saved

Store: 101
Count# 116W113111131
Description: Front Store
Count Type: Cycle Count
Begin Date: 03/18/2015
Count Status: Initiated

BUCKET COUNT CYCLE STATUS

OnHand 1 Printed

Inventory Count

Selectone of the following menu options, select a count
sheet from the list, or scana count sheet barcode.

Print Submit View
Multiple Multiple Variance
Sheets Sheets Reports
6 8 3

Figure 5-17: Saved Count Sheet Screen

Note: The Submitting Multiple Sheets option is usually used for physical counts of
the entire store when more than one count sheet exists.

To submit multiple count sheets at one time, select the Submit Multiple Sheets menu
option. With the count sheet highlighted, press the [Spacebar] to select each sheet.

The system compares the count quantity you entered with the expected quantity
based on the snapshot taken of the inventory ledger:

e If the counted quantity and the expected quantity match, the inventory bucket
for the item is marked as settled — no variance, and the count is complete. Skip to
step 13.

e If the counted quantity and the expected quantity do not match, the inventory
bucket for the item is marked as having a variance.

- If your system is set up for Automatic Variance Processing, any variances
will automatically result in a new count cycle: count cycle 2. See Automatic
Variance Processing for detailed information about this type of variance
processing.

- If your system is set up for Manual Variance Processing, you can choose
whether or not to perform a recount. See Manual Variance Processing for
detailed information about this type of variance processing.

9. If you must recount any items, perform the same steps you used for count cycle 1:

Note: Since subsequent count cycles are always compared to the initial snapshot
taken for the first count cycle, you cannot initiate the count again.
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a) Print the count sheet. Only the items with variances will be listed for a
recount.

b) When the recount is finished and saved, select the Submit Count Sheet
menu option. Once again, the system will compare the entered counts with
the expected counts.

10. [OPTIONAL] You can select the View Variance Reports menu option to create a
variance report showing the count discrepancies. See Figure 5-27. If prompted, select
a Variance Report from the list.

Count Cycle On Hand 1 Variance Report

Ok
B

Figure 5-18: View Variance Reports List

11. The system creates and displays the report. See Variance Report for more
information about these reports.

Inventory Count Variance Report
Count #: 117A113111174
Count Type: Cycle Count
Count Cycle: 1

Snapshot Counted Unit
Item ID Description Quantity Quantity Variance % Variance
Inventory Bucket: ON_HAND
6003 Sun Glasses PG 03z 981 (1) (0.10)
6005 Sun Glasses NLP 934 933 (1) (0.11)
" i A B i

Figure 5-19: Inventory Count Variance Report
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12. After the final count cycle sheet is submitted, the system displays a prompt
indicating you have completed all count cycles:

INVENTORY COUNT CYCLES COMPLETE

All count cycles have been completed for
this inventory count. Please complete the
count to post and adjust for final variances.

continue [l Compless
Count
Enter o ]

Figure 5-20: Inventory Count Cycles Complete Prompt

Select one of the following options to continue the counting process:

¢ Select Continue to return to the Inventory Count screen. From the Inventory
Count screen you can:

- View/Print Variance Reports from all count cycles that had variances.

Tip: No Variance Report will be available for a count cycle that had no
variances since all variance values would be 0.

- Save the submitted count cycles and post inventory counts at another time.
- Print count sheets (if available).
- Cancel the count [BASED ON SECURITY PRIVILEGE].

- Complete the count to post inventory counts and adjust the inventory
counts in the system [BASED ON SECURITY PRIVILEGE].

<OR>

* Select Complete Count to post inventory counts and adjust the inventory counts
in the system [BASED ON SECURITY PRIVILEGE].
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13. After completing the count sheets, the system marks the Inventory Count document
as Complete and inventory quantity will be adjusted accordingly.

COUNT
o @ ] SHEET# | BUCKET SECTION STATUS

WEATHER GOALS MESSAGES | KEYPAD d Cobiand EeclaCount Submiimd
2 On Hand Count Cycle 2 Submitted

Store: 520
Count# 11Q111311114G
Description: Front Store
Count Type: Cycle Count
Begin Date: 12/152014
Count Status{Submitted)

BUCKET COUNT CYCLE STATUS
:

On Hand

Inventory Count

Select one of the following menu options,
select a count sheet from the list, orscan a
count sheet barcode.

Complete Print View Cancel

Count Multiple Variance Count
Sheets Reports

F4 & 6 F9 F10 &

Figure 5-21: Completed Cycle Count Screen

Supply Count Process

A Supply Count is a count of items not sold in your store, but are required for normal
store operations, such as rolls of receipt paper for cash registers or printer paper for
report printers. The Supply Count process is similar to the Cycle Count process;
however, the count sheets are automatically populated with only the items identified as
supplies in your store. Usually Supply Counts are not downloaded from the home office,
and you cannot add items to the count sheets.

The initial step in the Supply Count process is to find an existing Inventory Count
document, or to create a new document. To locate a Supply Count document refer to
Finding an Existing Inventory Count Document. To create a new supply count
document see Creating a New Inventory Count Document.

1. Select the Supply Count document you want to count and press [Enter].
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2. The Supply Count screen displays showing the count status for both the Inventory
Count document and for the count sheet:

GOALS MESSAGES Kl

Store: 101
Count# 116W11311111W

Description: Cash Registers
Count Type: Supply Count
Begin Date: 031122016
Count Status: New

BUCKET COUNT CYCLE STATUS

On Hand 1 Preliminary

@

Inventory Count

Selectone of the following menu options, select a count
sheet from the list, or scana count sheet barcode.

Print
Multiple
Sheets
6

COUNT
H SHEET# | BUCKET SECTION STATUS

Supply Count Preliminary

View
Variance
Reports

F3

Figure 5-22: Supply Count Screen - Count Cycle 1

@ This area of the screen displays the information for the Inventory Count document:

Store ID, Count ID number, Description, Count Type, Begin Date, and Count Status. See
page 83 for additional detail about these elements.

@ This area displays information for the count sheet:

¢ Bucket - The inventory bucket identifier for this count sheet. Inventory buckets
are pre-defined for your store. For supply counts, only the On Hand bucket is

counted.

e Count Cycle - Indicates the number of times the bucket has been counted in
order to reconcile any count variances and complete the count. The count cycle
will always be set to 1 for the first count. If additional counts are needed to
resolve a discrepancy, this number will increment for each recount.

* Status - The status of the bucket within the current count and cycle:

- Preliminary - The beginning status for a new count.

- Printed - Indicates the count sheet has been printed.

- Saved - Indicates the count sheet has been saved.

- Complete - Indicates the count sheet has been completed.
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3. To begin the counting process you have the following options. See Figure 5-22:

e [OPTIONAL] Press [Enter] to open the selected count sheet, or, if you have a
printed count sheet available, scan the barcode on the sheet. The supply items
are listed on the view port. Press [Esc] to return to the previous screen and print
the count sheet.

o = u

.= 7003 Crylon Red Gloss Spray Paint
INFO TASKS GOALS MESSAGES | KEYPAD
80001 Pencils
80002 Pens
Store: 101
80003 Receipt Paper
Count # 116W11311111W
80004 Printer Paper

Description: Cash Registers
Count Type: Supply Count
Begin Date 03/12/2016
Section: 1 Supply Count
Bucket: On Hand
Count Cycle:

-

Status: Preliminary

Enter Count @

Enter a quantity for the selected item or
select one of the menu options.

Save Count
Sheet
F2

<OR>

] First Page || Last Page
Page
F7 3 Fi0

¢ The Print Count Sheet menu option to prin

COUNT

the count sheet on the report printer. The | e | suerer

1 On Mana

count sheet status is updated to Printed and a
count sheet is created.

Count #: IC116W11311113G7 Status: Printed #
Count Cycle: 1 Count Type: Supply Count
N |
Section: 1 Supply Count )
Recorded by: Counted by:

Count Sheet #: 1

Item Id Alternate Id Description Quantity
80901 Pencils

80902 Pens

80303 Receipt Paper

80304 Printer Paper

e e e T b A A R o e bt B o A e R Pt ,......-.-J
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Note: Print Multiple Sheets - This option is usually used for Physical Counts of
the entire store when more than one count sheet is used, not for Supply Counts.

To print multiple count sheets, select the Print Multiple Sheets menu option. The
system prompts you to select the count sheets to be printed. When prompted, select

Yes to confirm the count sheets to be printed. The count sheet status will be updated
from Preliminary to Printed.

Important: If enforced by your store policy, you may not be able to enter your
counts until the count has been initiated. Counts are usually initiated on the day of
the count.

The store must be closed before you can initiate and/or submit your counts.

Use the printed count sheet to record your supply item counts.

Note: About the count menu options:

* Initiate Count [BASED ON SECURITY PRIVILEGE] - This process allows
your counts to be compared to the snapshot system-expected
quantity. Depending on your store policy, you may be required to
initiate the count before entering any counts into the system. Or, if
your store policy allows, you may be able to enter your counts before
initiating the count. In either scenario, the store must be closed before
you can initiate the count.

* Cancel Count [BASED ON SECURITY
PRIVILEGE]- This option allows you to |l
cancel your count up until it is
completed. Only store-created
Inventory Counts can be cancelled.
When prompted, select Yes to cancel

Do you want to cancel this inventory
the count. count? Once cancelled, it will no longer

be accessible.

* Complete Count [BASED ON SECURITY PRIVILEGE] - This option marks
the count sheet as complete. The Complete Count menu option will
only be enabled after the count cycles for the inventory count are
complete.

* Esc - This option will exit the current Count document and take you
back to the Inventory Count search form (Figure 5-4).
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4. When the store is closed, select Initiate Count to take a snapshot of current supply
inventory. The Count Status changes to initiated.

H SECTION STATUS

GOALS MESSAGES KEYPAD Supply Count Printed

Store: 101
Count# 116W11311113A
Description: Cash Registers
Count Type: Supply Count

BUCKET COUNTCYCLE STATUS

o SV WD TSNS A g A

Figure 5-23: Supply Count Screen - Count Initiated & Count Sheet Printed

5. Count the items listed on the supply count sheet.

When you have finished counting the inventory items, return to the Inventory
module to enter your counts into the system. Refer to Supply Count Process if you
need instructions for locating the Inventory Count document you are working on.

6. At the Supply Count screen, press [Enter] to open the selected count sheet, or, if you
have a printed count sheet available, scan the barcode on the sheet.

7. In the Enter Count prompt, enter a quantity for the selected item and press [Enter].
Xstore will enter the count and move to the next item in the list.

Note: To modify a count, select the item from the list and enter a new count in the
prompt. Press [Enter]. Xstore displays the new value.

MEMID DESCRIPTION

O O © = 5

003 Crykan Red Gloms Spray Pain 3
WFD TASKS GOALS MESBAGES  KEYPAD

LT Feneil 10
a0z Pers "

20903 Receipt Paper |

o4 Printer Papar

Store: 101
Count # 116W113111132
Description: Cash Registers
Count Type: Supply Count
Begin Date 03/12/2015
Saction: 1 Supply Count
Buckst: On Hand
Count Cycle: 1

Status: Preliminary

Enter Count
Entar a quantity for the sslacted itam or

walect one of the menu opticns,
Figure 5-24: Supply Count Item List

8. Select Save Count Sheet.

9. Select Yes to confirm. The count sheet status changes to saved.
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10. Select Submit Count Sheet.

COUNT
SHEET# | BUCKET

Store: 101
Count® 116W11311111W
Description: Cash Regaiers
Count Type: Supply Count
Hmgin Date: 031016
Coum Smtus: New

RUCKET COUNT CYELE STATUS

On Hand 1 Pralimirary

Inventory Count

e

Figure 5-25: Saved Supply Count Screen

11. Continue with step 8 through step 13 to submit and complete your supply count
following the same process used for cycle counts.

The system compares the count quantity you entered with the expected quantity
based on the snapshot taken of the inventory ledger for supply items.

12. When the Supply Count is completed, select Complete Count. The count screen
shows the following status information:

COUNT
o = SHEET# | BUCKET SECTION STATUS

INFO TASKS GOALS MESSAGES KEYPAD 1 On Hand Supply Count Submitted
2 On Hand Count Cycke 2 Submitted

Store: 101 @
Count#: 116W11311111X

Description: Cash Registers
Count Type: Supply Count

Begin Date: 03/14/2015
Count Status: Complete (1 )

BUCKET COUNT CYCLE STATUS 9

On Hand 2 Complete

Inventory Count

Select one of the following menu options, select a count
sheet from the list,or scana count sheet barcode.

View
Variance
Reports

Figure 5-26: Completed Supply Count

@ Inventory Document Count Status: Complete
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@ Count Status: Complete and the number of count cycles required to complete the
count

@ Each count sheet status for all cycles is set to Submitted

Physical Count Process

Before you can perform a Physical Count for all items in your store, you must set up a
store layout plan to divide your store into manageable sections. Each section will have
its own count sheet showing the items in that section. These count sheets can then be
distributed to the associates responsible for counting each section. Refer to Store Layout
Maintenance for more information about setting up your store layout.

The initial step in the Physical Count process is to find an existing Inventory Count
document, or to create a new document if allowed by your store policy.

See Inventory Count Documents for detailed information about locating an Inventory

Count document. See Creating a New Inventory Count Document for detailed

information about creating an Inventory Count document.

Once the Inventory Count document is located, perform the following steps:

1. Select the Physical Count document you want to count and select Process. The

system displays the Physical Count screen.

2. Select the Generate Count Sheets menu option on the Physical Count screen to
create the count sheets based on your store layout. This screen shows the following

information for the new Physical Count:

P suw
(3 ) = HH SECTION
INFO TASKS GOALS MESSAGES KEYPAD On Hand
2 On Hand On Hand

Store: 101 3 Order Order

Count# 116W11311113D
Description: Back Room @ @
Count Type: Physical Count

Begin Date: 03/12/2015
Count Status: New

BUCKET COUNT CYCLE STATUS

Layaway 1 Preliminary
On Hand 1 Preliminary
Order 1 Preliminary

Inventory Count

Selectone of the following menu options, select a count
sheet from the list, or scana count sheet barcode.

View
Variance
Reports

F3

Figure 5-27: Physical Count Screen - Count Sheets List

STATUS

Preliminary

Preliminary

Preliminary

@ This area of the screen displays the information for the Inventory Count document:

Store ID, Count ID number, Count Type, Description, Begin Date, and Count Status. See

page 83 for additional detail about these elements.
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@ This area of the screen displays information for the count sheet:

* Bucket - The inventory bucket identifier for this count sheet. Inventory buckets
are pre-defined for your store.

e Count Cycle - Indicates the number of times the bucket has been counted in
order to reconcile any count variances and complete the count. The count cycle
will always be set to 1 for the first count. If additional counts are needed to
resolve a discrepancy, this number will increment for each recount.

® Status - The status of the bucket within the current count and cycle:
- Preliminary - The beginning status for a new count.
- Printed - Indicates the count sheet has been printed.
- Saved - Indicates the count sheet has been saved.

- Complete - Indicates the count sheet has been completed.

@ This area of the screen lists each count sheet based on your store layout:

* Count Sheet # - The sequential number associated with each count sheet for this
Physical Count.

* Bucket - The inventory bucket associated with the count sheet.
® Section - The store area to be counted as defined in your store layout.
e Status - The status for each count sheet.

3. Print the count sheets:

* To print one count sheet at a time, highlight the count sheet and select the Print
Count Sheet menu option. The count sheet is printed and the status will be
updated from Preliminary to Printed.

Count
Sheet # Bucket Section Status

Order Pending Printed
Pickup Preliminary

B

¢ To print multiple count sheets, select the Print Multiple Sheets menu option.
The system prompts you to select the count sheets to be printed. With the count
sheet highlighted, press the [Spacebar] to select each sheet individually, or
choose the Select All menu option to print all sheets. When prompted, select Yes
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to confirm the count sheets to be printed. The count sheet status will be updated
from Preliminary to Printed.

Layaway Layaway
On Hand On Hand
3 On Hand Womens Printed
4 On Hand Mens Printed
5 Order Pending Preliminary
[ Order Pickup Preliminary

Select Select All
Sheets
Enter F&

Figure 5-28: Select Count Sheets Prompt

Printed Count Sheet Examples:

Count #: 11XP113111137 Status: Printed Count #: 11%P113111137 Status: Printed
Count Cycle: 1 Count Type: Physical Count Count Cycle: 1 Count Type: Physical Count
Layamaay On Hand | I m I I
Section: 1 Layaway Section: 1 On Hand
Recarded by: Counted by: Recorded by: Counted by:
Count Sheet #: 1 Count Sheet #: 2
Ites ID Altermate Id  Description oty Ites 1D Altermate Id  Description Oty
514001 514006 Cotton Draw-string Coral Short 6801 Range Sunglasses
5140802 514008 Cotton Draw-string Khaki Short Ll Frame Strike
514803 514508 Cotton Draw-string Agua Shart 6003 Antix Sunglasses
6604 Pit Bull Sunglasses
6605 Polarized Twenty Sunglasses

Use the printed count sheets to record the item counts. Blank lines are provided so
that you can write in any items you find in the section that were not included on the
printed list. When you have finished counting the items, return to the Inventory
module to enter your counts into the system.

Important: If allowed by your store policy, you can enter your counts before
initiating the count.

If enforced by your store policy, you cannot enter your counts until the count has
been initiated. See step 4.

In either scenario, the store must be closed before you can initiate a count and
submit your counts.
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4. Select Initiate Count to take a snapshot of current inventory. The store must be
closed before you can initiate the count.

]

GOALS MESSAGES

Store: 101

Count# 116W11311113D
Description: Back Room
Count Type: Physical Count

Begin Date: 03/12/2015

Count Status

BUCKET COUNT CYCLE STATUS

TSy P SN

Layaway 1 Preliminary

3

L

On Hand 1 Preliminary g
- ?

Order 1 Preliminary B

>

H

)]
R

Figure 5-29: Initiated Physical Count

Note: About the count menu options:

* Initiate Count [BASED ON SECURITY PRIVILEGE] - This process allows your
counts to be compared to the snapshot system-expected quantity. Depending on

your store policy, you may be required to initiate the count before entering any
counts into the system. Or, if your store policy allows, you may be able to enter

your counts before initiating the count. In either scenario, the store must be closed
before you can initiate the count

¢ Cancel Count [BASED ON SECURITY PRIVILEG

- This option allows you to cancel your count up h
until it is completed. Only store-created Inventory
Counts can be cancelled. When prompted, select
Yes to cancel the count.

Do you want to cancel this inventory

count? Once cancelled, it will no longer
be accessible.

¢ Complete Count [BASED ON SECURITY PRIVILEGE] - This option marks the
count sheet as complete. The Complete Count menu option will only be enabled
after the count cycles for the inventory count are complete.

* Esc - This option will exit the current Count document and take you back to
the Inventory Count search form (Figure 5-4).

5. Now count the items listed on the count sheets...

When you have finished counting the inventory items, return to the Inventory
module to enter your counts into the system. Refer to Physical Count Process if you
need instructions for locating the Inventory Count document you are working on.
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6. At the Physical Count screen, select a count sheet from the list and press [Enter], or
scan the barcode from the count sheet to display the items in the bucket and section.

COUNT
SHEET# | BUCKET SECTION STATUS

Layaway On Hand

(1 ) ]
INFO TASKS GOALS MESSAGES KEYPAD
2

3

On Hand
Order

On Hand
Order

Store: 101
Count#: 116W11311113D
Description: Back Room
Count Type: Physical Count
Begin Date: 0311212015

Count Status: Initiated

BUCKET COUNT CYCLE STATUS

Layaway 1 Printed

Printed

On Hand 1

Printed

Order 1

Inventory Count

Select.one of the following menu options, select a count
sheet from the list, or scan a count sheet barcode.

| 1 1 | Print Submit View I 1
Multiple Wultiple Variance
Sheets Sheets Reports
F& F8 Fo

Figure 5-30: Physical Count Screen - Count Sheets List
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7. In the Enter Count prompt, enter a quantity for the selected item and press [Enter].
Xstore will enter the count and move to the next item in the list.

(' } =

a=s 330001 Blue S Tee Shirt
INFO TASKS GOALS MESSAGES KEYPAD
330002 Blue M Tee Shirt
330003 Blue L Tee Shirt
Store: 101
330004 Blue XL Tee Shirt
Count #: 116W11311113D
330005 Blue XXL Tee Shirt
Description: Back Room
¢ £T Physical C ¢ 330101 RedS Tee Shirt
ount H ical oun
R 330102 Red M Tee Shirt
Begin Date 03/12/2015
. 330103 Red L Tee Shirt
Section: 1 On Hand
330104 Red XL Tee Shirt
Bucket: Layaway
330105 Red XXL Tee Shirt
Count Cycle: 1
330201 Green 'S Tee Shirt
Status: Preliminary
330202 Green M Tee Shirt
330203 Green L Tee Shirt
330204 Green XL Tee Shirt
330205 Green XXL Tee Shirt
330301 Grey S Tee Shirt
330302 Grey M Tee Shirt
330303 Grey L Tee Shirt

Enter Count 330304 Grey XL Tee Shirt
330305 Grey XXL Tee Shirt
330401 Black S Tee Shirt

Enter a quantity for the selected item or .
select one of the menu options. 330402 Black M Tee Shirt =

Page1of2

Save Count Previous First Page | Last Page
Sheet Page
F2 F7 F9 F10

Figure 5-31: Physical Count Screen - Enter Quantities

Note: If you counted any items that are
not found on the list, select the Add Count
Item menu option. When prompted, enter
or scan the item ID and enter the quantity Scan or key an item ID or UPC 1
you counted for this item. -

Add Count ltem

8. Select Save Count Sheet. Repeat steps 6-8 for all count sheets.
9. Submit the counts.

In this step, your count is compared to the system-expected quantity captured
during the initiation process. Any variances between your count and the system-
expected quantity will be reported, allowing you to resolve any discrepancies
through additional counting cycles.

e To submit a single count sheet, select the count sheet in the list and select the
Submit Count Sheet menu option.

e To submit multiple count sheets at one time, select the Submit Multiple
Sheets menu option. The system prompts you to select the count sheets to be
submitted. With the count sheet highlighted, press the [Spacebar] to select each
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10. The

sheet individually, or choose the Select All menu option to submit all sheets.
When prompted, select Yes to confirm the count sheets to be submitted.

COUNT
SHEET # BUCKET SECTION STATUS
1

Layaway Layaway Saved
2 ©n Hand On Hand Saved
3 ©n Hand Womens Printed
4 ©n Hand Mens Printed

Pending Preliminary

Pickup Preliminary

Back Select Select All
Sheets

Esc Enter F8

Figure 5-32: Count Sheets List

next step depends on the type of variance processing used: Automatic or

Manual.

5-110 Shipping, Receiving,

If the counted quantity and the expected Snapshot quantity match, the inventory
bucket for the item is marked as settled — no variance, and the count is complete.

If the counted quantity and the expected Snapshot quantity do not match, the
inventory bucket for the item is marked as having a variance.

- If your system is set up for Automatic Variance Processing, any variances
will result in a new count cycle: Count Cycle 2. See Automatic Variance
Processing for detailed information about this type of variance processing.

- If your system is set up for Manual Variance Processing, you can choose
whether or not to perform a recount. See Manual Variance Processing for
detailed information about this type of variance processing.

Note: In Count Cycle 2
(and higher), all items
with variances will be
grouped by Bucket. The
Sections used for
counting in Cycle 1 are not used for Cycle 2 and greater.

Count
Sheet & Section

3 Count Cyclez W4

Pending |, 1
Pickup

Order

I

For example, if you have sections within the Layaway bucket such as an Earrings
Section, a Watch Section, and a Jewelry Section with variances reported in Cycle 1

(@)

then in Count Cycle 2 ((2) ), the three Layaway sections (Earrings Section, Watch

Section, and Jewelry Section) will be consolidated into a single Layaway bucket and
the Section identifier will be ignored.
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11. If you must recount any items, perform the same steps you used for count cycle 1:

Note: Since subsequent count cycles are always compared to the initial snapshot
taken for the first count cycle, you cannot initiate the count again.

a) Print the count sheet. Only the items with variances will be listed for a
recount.

b) You cannot add additional items to Count Cycle 2.

¢) When the recount is finished and saved, select the Submit Count Sheet
menu option. Once again, the system will compare the entered counts with
the expected counts.

12. You can select the View Variance Reports menu option to create a variance report
showing the count discrepancies. When prompted, select a Variance Report from the
list and press [Enter]. The system creates and displays the report.

13. After the final count cycle sheet is submitted, the system displays a prompt
indicating you have completed all count cycles.

INVENTORY COUNT CYCLES COMPLETE

All count cycles have been completed for
this inventory count. Please complete the
count to post and adjust for final variances.

continue [l Compless
Count
Enter o ]

Figure 5-33: Inventory Count Cycles Complete Prompt

14. Select one of the following options to continue the counting process:

® Select Continue to return to the Inventory Count screen. From the Inventory
Count screen you can:

- View/Print Variance Reports from all count cycles that had variances.

Tip: No Variance Report will be available for a count cycle that had no
variances since all variance values would be 0.

- Save the submitted count cycles and post inventory counts at another time.
- Print count sheets.
- Cancel the count.

- Complete the count to post inventory counts and adjust the inventory
counts in the system.

<OR>
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* Select Complete Count to post inventory counts and adjust the inventory counts
in the system.

15. After completing the count sheets, the system marks the Inventory Count document

as Complete and inventory quantity will be adjusted accordingly.
4

o @ HH i Section

INFO TASKS GOALS MESSAGES On Hand Seasonal Submitted
2 On Hand Count Cycle 2 Submitted
3 On Hand Count Cycle 2 Submitted

Store: 101
Count # HOPHY1
Count Type: Physical Count
Begin Date: 07/2822009
Count Status: Complete

oo Jomone o

On Hand 2 Complete

Figure 5-34: Completed Physical Count Screen

Automatic Variance Processing

In Automatic Variance Processing only items with count variances are moved to the next
cycle of counting. This process will continue moving items with count variances to the
next count cycle automatically until the count for the item matches the value expected by
the system (from the snapshot), or the quantity counted for two count cycles matches.

Store: 643 7’

Count & 1IGP113111114 ,’
‘Count Type: Physical Count F4
Bagin Date: 01252013 4

Count Status: Initiated @ ,’

Order 2 Pri ¥
@ 3

Figure 5-35: Cycle Count - Automatic Count Cycle 2

. e

About Count Cycle 2

@ The Inventory Count document status is Initiated. Any subsequent count cycles are

always compared to the initial snapshot taken for the first count cycle. You cannot
initiate the count again for this Count document.

@ If using Automatic Variance Processing, count cycle 2 is created automatically any

time there is a count discrepancy between the counted and expected quantities in count
cycle 1. Any items with variances in count cycle 1 are moved to count cycle 2 for a
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recount. Items that matched the entered quantity and expected quantity will not be
included in the recount.

Physical Inventory count processing for count cycle 2: Consolidating Sections

In Count Cycle 2 (and higher), all items with variances will be grouped by
Bucket. The Sections used for counting in Cycle 1 are not used for Cycle 2 and
greater.

For example,
if you have
Sections
within the
Layaway
bucket such as
an Earrings Section, a Watch Section, and a Jewelry Section with variances

reported in Cycle 1 ((1) ), then in Count Cycle 2 ((2)), the three Layaway
sections (Earrings Section, Watch Section, and Jewelry Section) will be
consolidated into a single Layaway bucket and the Section identifier will be
ignored.

——

@ The count sheet status for count cycle 2 is set to Preliminary, indicating this is a new

count.

@ The count sheet status for count cycle 1 is set to Submitted status and cannot be

changed.

How the Variance is Calculated in Automatic Variance Processing

This section shows a simple example of the process the system uses to calculate
variances between expected quantity and counted quantity. In this example, the store is
set up to use a maximum of 4 count cycles per Inventory Count document.

Count Cycle 1

The system compares the submitted item count for the inventory bucket against the
snapshot:

¢ If the numbers match, the inventory bucket for the item is considered settled - no
variance, and the count for the item is Complete.

¢ If the numbers do not match, the item is moved to the next count cycle (count
cycle 2) and must be recounted.
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Count Cycle 2

The system compares the submitted item recount for the inventory bucket against the
snapshot:

¢ If the recount and snapshot numbers match, the inventory bucket for the item is
considered settled - no variance, and the count for the item is complete.

¢ If the recount and snapshot numbers do not match, the count is compared
against the inventory bucket’s prior count for count cycle 1.

- If the count matches the count for count cycle 1, the recount of the inventory
bucket is considered as matched, the count for the item is complete, and the
matched count will be used to compute the variance.

- If the count does not match the count for count cycle 1, or the original
snapshot, the item is moved to the next count cycle (count cycle 3) and must
be recounted.

Note: Count Cycle Grouping: In a Physical Count, only a single count sheet will be
created for Count Cycle 2 (and higher). The items to be recounted on the count sheet

will be grouped by Bucket, and the Sections defined for Count Cycle 1 are no longer
referenced.

Count Cycle 3 and Higher

The process is generally the same as described in Count Cycle 2. However, if the
numbers do not match for the inventory bucket, the count will be compared against the
inventory buckets for all prior count cycle counts, in addition to the original snapshot. If
the item is not settled or matched once the maximum number of count cycles is reached,
the system considers the last count as final and uses it to calculate the variance.
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Automatic Variance Processing Diagram

Automatic Variance Processing

SUBMITTED fr—
SNAPSHOT COLINTE
- GOUNT -_— count | I YES COMPLETE
o
g NO
0 Move to
Cycle 2
SUBMITTED | | p
SNAPSHOT COUNT
RECOUNT = YES -
o — L ‘, COMPLETE
P NO
SUBMITTED
| | wm | |count For YES COUNT
= —-— cvelet | [ COMPLETE
o~ A
w
=
(& ]
o
YES COUNT COMPLETE
Count for Cycle 2 accepted as Final
SUBMITTED | |
RECOUNT | | s g *YES COMPLETE
NO.
v
SUBMITTED
SUBMITTED| | wmmm | Jcount FoR YES COUNT
g — CYCLE 1 COMPLETE
A
E : NO
I
SUBMITTED
< recon | | | [oRECoiaT ve
e ; $ COMPLETE
of B
)
w NO
|
i~
o ISt =t COUNT COMPLETE
maximum # of YES"(COUH{ for Cycle 3 accepted as Final)
cles Allowed2
NO
Move to
Cycle 4

Figure 5-36: Count Cycles: Automatic Processing
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Automatic Variance Processing Examples:

Example 1 (Maximum: 4 count cycles)
Snapshot value = 4

Count for cycle1=3

Count for cycle2 =4

Item is considered settled [Cycle 2 = Snapshot], no wvariance [4-4=0]

Example 2 (Maximum: 4 count cycles)

Snapshot value = 4

Count for cycle1=3

Count for cycle2=3

Item is considered matched [Cycle 2 = Cycle 1], variance= -1 [3-4=-1]

Example 3 (Maximum: 4 count cycles)
Snapshot value = 4

Count for cycle1=3

Count for cycle 2 =2

Item automatically moved to count cycle 3 for recount [No match between
Snapshot or Cycles 1 and 2]

Example 4 (Maximum: 4 count cycles)

Snapshot value = 4

Count for cycle1=3

Count for cycle 2 =2

Count for cycle 3 =2

Item is considered matched [Cycle 3 = Cycle 2], variance= -2 [2-4=-2]
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Example 5 (Maximum: 4 count cycles)
Snapshot value = 4

Count for cycle1=3

Count for cycle 2 =2

Count for cycle 3 =1

Count for cycle4 =6

The 4th count of [6] is final, variance= +2 [6-4=2](System uses last count dycle
value as the final count when there are no matches once the maximum cycles
allowed is reached).

Manual Variance Processing

In Manual Variance Processing, the system does not perform any automatic movement
of items from one count to the next. Instead, you can select individual count sheets to be
recounted in the next cycle. The sheet can be moved to the next cycle until you determine
that the count is complete, or until the maximum number of cycles is reached. The entire
count sheet is provided for the recount, not only items that had a count variance from
the expected quantity. However, on the last count cycle, or once the maximum cycles
allowed is reached, only items with variances will appear on the Inventory Count
Variance Report.

After submitting the last count sheet for an inventory bucket, the system displays a
prompt to ask whether or not you want to recount this count sheet.

SELECT COUNT SHEETS

Figure 5-37: Manual Variance Processing - Recount Prompt

¢ To recount the count sheet, press the [Spacebar] to select the sheet from the list
and press [Enter]. This moves the sheet to the next cycle of the count. Recount
the items on the count sheet following the same process used for count cycle 1.
However, it is not necessary (or possible) to initiate the count again. Any
subsequent count cycles are always compared to the initial snapshot taken for
the first count cycle. You can recount the count sheet as many times as necessary,
up to the maximum number of cycles permitted by your store policy.

Note: If you select a Count Sheet for a recount and the maximum number of cycles
has been reached, you will be prompted to complete the count and no additional
count cycles are permitted.
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* To complete the count sheet, accepting any variances if applicable, select
Complete Count Bucket. This option does not move any counts into the next
count cycle, but completes the count for this inventory bucket. The counts from
the last cycle completed will be used to calculate the final variances for the
bucket against the snapshot.

Variance Report

A variance report is created for each bucket in each cycle of the inventory count. After
the final count cycle sheet has been submitted, or once all inventory bucket statuses are
complete, the system posts inventory and creates the final variance report for all buckets.

1. To view a variance report, select the View Variance Reports menu option. See
Figure 5-35.

2. Select a variance report from the list:

Final Variance Fapert

Count Cycle On Hand 4 Varance Repon

Coun Cycle On Hand 3 Variance Heport
Coum Cycle On Hand 2 Variance Rapert

Count Cycle On Hand 1 Varance Repon

Figure 5-38: Variance Reports List

3. Select Print report to execute the report and send the results to a printer.

4. Select Save report to save this report with the current data, or save only the report
parameters to run this specific report with these parameters again. If you save the
report, assign a name to it so it can be viewed whenever needed. Xstore suggests a
name, but you may type in the Save Report As field and change it.
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Variance Reports include the following header information:

Count #: The auto-generated count identifier associated with the Inventory Count
document.

Count Type: The type of count: Physical Count, Cycle Count, Supply Count

Count Cycle: Indicates the number of times the bucket was counted to obtain these
results.

Inventory Bucket Section: Used for Physical Inventory counts; defines the store
layout area for the count.

For each Item ID with a variance in the inventory bucket, the following information is
shown:

Item ID: The item identifier.
Description: The item description.
Snapshot quantity: The quantity recorded when the count was initialized.

Counted quantity: The count value submitted by the associate after counting the
items.

Unit variance: The difference between the snapshot value and the submitted count
value.

% variance: The difference between the snapshot value and the submitted count
value, as a percentage.

Variance Percentage Calculation Formula:

If snapshot quantity = 0 then infinity,

else,

If snapshot quantity <0 then (-1 * (unit variance / snapshot quantity)) * 100,
else,

(unit variance / snapshot quantity) * 100

Please note that rather large variance percentages (well over 100%) are correct
if you have a small snapshot quantity and a large unit variance.
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Count Cycle 1 Variance Report Example

Inventory Count Variance Report

Count #: TC116W11311113WF

Count Type: Cycle Count
Count Cycle: 1

Snapshot Counted Unit
Item ID Description Quantity Quantity Variance % Variance
Inventory Bucket: ON_HAND
5001 Cogley Sun Glasses GF-124 1,000 997 (3) (0.00)
6003 Police Sun Glasses PG 993 938 (1 (0.00)
6004 Police Sun Glasses TWLP 1,000 524 (478) (0.48)
B005 . Police Sun Glasse_srrg_: - 998 . 900 (98} . (0.10)

Count Cycle 2 Variance Report Example
Inventory Count Variance Report
Count #: IC116W11311113WF
Count Type: Cycle Count
Count Cycle: 2

Snapshot Counted Unit
Item ID Description Quantity Quantity Variance % Variance
Inventory Bucket: ON_HAND
5001 Cogley Sun Glasses GF-124 1,000 999 (1) (0.00)
6002 RayBan Sun Glasses RS 1,000 938 (23 (0.00)
6003 Police Sun Glasses PG 993 935 (43 (0.00)
6004 Police Sun Glasses Tyl P 1,000 999 (1) (0.00)

B S
Final Variance Report Example
Inventory Count Variance Report
Count #: IC116W11311113WF
Count Type: Cycle Count
Count Cycle: Final

Snapshot Counted Unit
Item ID Description Quantity Quantity Variance % Variance
Inventory Bucket: ON_HAND
5001 Cogley Sun Glasses GF-124 1,000 999 (1) (0.00)
6002 RayBan Sun Glasses RS 1,000 938 (23 (0.00)
6003 Police Sun Glasses PG 993 935 (43 (0.00)
6004 jce Sup Glgsses TW) 1,000 999 (1 (0.00)
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Store Layout Maintenance

The most efficient way to count physical inventory is to divide the store into specific
count sections, based on the physical store layout, and possibly the number of associates
that will be counting the items. These count sections are set up for inventory buckets you
have defined for your store. Each count section will generate a list of items on a count
sheet. For example, if you set up four sections, then four separate count sheets will be
created for the count process. This allows you to assign the associates to specific areas of
the store, equipped with a count sheet specifying the items to be counted in that section.

1. At the Register Login screen, select the Back Office option.

2. After logging in to the Back Office by entering your employee ID and password,
select the Inventory option from the Main Menu and OK.

3. At the Inventory menu, select the Inventory Count Options option.

1 Receiving

_ Shipping
Invantary Heplonishmont
Invertory Adjustment

" Itam Transier

2
3
4
&
& tem Lookup
7

Irventory Count Dptions
& Print Shell LabelsiTickets
g Inventory Reports [
& lneatian Anesd JW [

Hels Pingister
] Fiz

Figure 5-39: Inventory Menu

4. At the Inventory Count Options menu, select the Store Layout Maintenance option.

VENTORY COUNT OFTION

Wi KB b IPrennRony

1 ‘Stora Layout Maintenanca
2 Inventary Gount

(3]

Figure 5-40: Store Layout Maintenance Option
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5. The system displays a list of the inventory buckets defined for the store. Select an
inventory bucket for this count section.

OUT MAINTENANCE

oy bucket for this stars layout

At Vander

Layaway
on Hand
on Held

rdar
Pre-Sale
special Grder

Work Order

Figure 5-41: Store Layout Maintenance - Inventory Bucket List

6. The system opens the Inventory Bucket - Add Count Section window. Select the
Add Count Section menu option to create a count section for the bucket.

SECTION
o @ ] EEE n MERCHANDISE LEVEL DESCRIPTICN

INFC TASKS GOALS MESSAGES KEYPAD

Inventory Bucket: Order

Store Layout Maintenance

one of the following menu options.

Back Help Save & Add Count 1 1 1 il Register
Section
Esc F1 F2 F3 F12

Back Office  John Smith m Datavantage Home Of e 3 10/02/2013  11:09 AM

Figure 5-42: Inventory Bucket -Add Count Section window

Note: If the inventory bucket has other count sections defined, the disabled menu
options shown in Figure 5-42 above will be enabled and the count sections will be
listed on the view port.
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7. Type a name or ID for the new count section within this inventory bucket and press
[Enter] to add the count section to the bucket.

o © =

INFO TASKS GOALS MESSAGES KEYPAD

Inventory Bucket: Order

Add Count Section
Pending

Help
Fi

Back Gffice  John Smith : 10/02/2013  11:09 AM

Figure 5-43: Count Sections for Order Bucket Example

Note: Repeat adding count and entering name sections to the inventory bucket as
needed.
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8. Next, define the items that are part of the count section. Items can be added
individually (Add Item option) or by merchandise level (Add Merch Level option).

SECTION
(i ) == MERCHANDISE LEVEL | DESCRIPTION

INFO TASKS GOALS MESSAGES KEYPAD

Inventory Bucket: Order

Store Layout Maintenance

one of th

Help & Add Count | R VE Add Merch | Add tem e ve Move View Store [ Register
Section Level Sec n n it
Det
F1 F2 F3 F4 F5 F6 F7 F8 F9 Fi0 Fi2

Back Office  John Smith m Datavantage Home Office 643 10/02/2013 11:10 AM

Figure 5-44: Menu Button Options

a. Select either the Add Item option or the Add Merch Level option (Figure 5-43).
b. Select the count section from the list and press [Enter].

i. If you chose to add an item, scan or enter the item ID at the prompt and
press [Enter].

Add ltem

Figure 5-45: Add Item Level Prompt

11. If you chose to add a merchandise level, select the merchandise level
from the list and select Process.

ELECT MERCHANDISE LEVEL

Department: [~
Subdepartment:
Class:

25000 - CAREER DRESS

25001 - SEASONAL
Subclass:| 510 . womens Moderate
730 - Mens Apparel
740 - Shoes
26002 - BEDDING
26003 - Jewelry

Figure 5-46: Merchandise Levels List
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The items and/or merchandise levels are added to each count section for the inventory
bucket and shown on the view port.

o @ ] HANDISE LEVEL DESCRIPTICN

INFO TASKS GOALS | MESSAGES =~ KEYPAD Pending
Department 25001 - SEASONAL
Inventory Bucket: Order 2 Pickup
Department 25001 - SEASONAL
ftem 6004 - Pit Bull Sunglasses
ftem B002 - M Frame Strike

Store Layout Maintenance

ne of the fo

Back Office  John Smith m Datavantage Home Office 643 10/02/2013 1112 AM

Figure 5-47: On Hand Bucket - Count Sections and ltems

The following options are available if you need to modify the count sections and items:

. @ Select the Remove Count Section option to remove a count section and the associated
items from the store layout.

. @ Select the Remove Section Detail option to remove an item or merchandise level from

a count section.

. @ or @ Select the Move Section Up or Move Section Down options to move the count
section position higher or lower in the list of count sections.
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. @ Select the View Store Layout option to view or print a report showing the Store
Layout setup for the inventory bucket.

Store Layout

Section
Merchandise Level

Inventory Order

1 Pending
DEPARTHENT 25881 - SEASONAL
2 Pickup
DEPARTHENT 25881 - SEASONAL
ITEM 6884 - Pit Bull Sunglasses
ITEM 68682 - M Frame Strike

D PRI SV e .

9. Select the Save & Exit menu option to save the store layout and return to the
Inventory Count Options menu.

Once count sections are set up for an inventory bucket, you can maintain these
sections by adding or removing items and merchandise levels as needed. However,
any updates you make to the store layout will only apply to new Inventory Counts
going forward. Any existing Inventory Counts that have been generated will use the
layout defined at the time the Inventory Count was set up.

Inventory Adjustment

Use this function to adjust an item’s inventory count outside of the actual physical
inventory process. You can categorize the relative location of merchandise within the
retail environment by selecting the location that is impacted by adding or removing an
item from inventory.

1. At the Register Login screen, select the Back Office option.

2. After logging in to the Back Office by entering your employee ID and password,
select the Inventory option from the Main Menu and press [Enter].

3. At the Inventory menu, select the Inventory Adjustment option and press [Enter].
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4. The system prompts you to select the reason for the inventory adjustment. Select a
reason from the list and press [Enter] to continue.

Damaged

Thefl {Found Emply Package)

Donaticn 1

Hetum 1o Slack

Figure 5-48: Inventory Adjustment Reason List

5. The system prompts you to select the Location ID and bucket for the item. Choose an
option from the drop-down lists for each field, then select Process. See Location
Based Inventory Functions for an explanation of Location IDs and buckets.

Location 10" E‘

Bucket "| v |

Figure 5-49: Inventory Location Selection Form
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6. The system displays the adjustment information that you have entered and prompts
you to scan or enter the item ID. Scan the item ID or enter the item ID and press
[Enter] to continue.

ITEM ID DESCRIPTION
® = )

(]
GOALS MESSAGES KEYPAD

Document Type: ADJUSTMENT
Document 1D: 0642001000005
Document Date: 10/02/2013
Store: 643
Adjustment Reason: Damaged
Inventory Location: Default

Inventory Bucket: On Hand

SCAN ITEM OR UPC
Scan or enter an item

Register

Fi2

Inventory Adjustment  John Sm... Online Datavantage Home Office 643 Register: 1 10/02/2013 11:14 AM

Figure 5-50: Prompt to Scan or Enter an Item

7. The system prompts for the item’s quantity to be adjusted (non-serialized items).
Enter the item’s quantity at the prompt and press [Enter] to continue.

Enter Count

Figure 5-51: Item Quantity Prompt

Note: If you enter an item that has a serial number, the system prompts for it rather
than the item quantity. By definition, a serialized item can only have a quantity of 1
for each serial number.

* Scan or enter the item’s serial number at the prompt and press [Enter] to
continue.

¢ The item is added to the list of adjustment items with a quantity of 1, and the
serial number is shown below the item description.
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8. The system displays the item’s information and adjustment quantity in the view port
area of the screen.

=
6001 Range Sunglasses
GOALS MESSAGES | K
Document Type: ADJUSTMENT
Document 10: 0643001000005
Document Date: 10/02/2013
Store: 643

Adjustment Reason: Damaged

Inventory Location: Default

Inventory Bucket: On Hand

SCAN ITEM OR UPC

Change
Qty

Void ftem

F?7 F&

Inventory Adjustment  John Sm... m Datavantage Home Office 643 Register: 1

Register

Fi2

10/02/2013 11:15 AM

Figure 5-52: Inventory Adjustment Screen

You also have the following edit options before saving th

.

.
10.
11.

Change Quantity: Select this option to edit the item’

e adjustment record:

s quantity to be adjusted.

Void Item: Select this option to remove an item from the list of adjusted items.
Select the Save & Exit option to retain the inventory adjustment.

The system displays a prompt asking you to confirm that you want to keep the

changes. Select Yes to continue or No to return to the Adjustment screen.

12. The system automatically prints an Inventory Adjustment

report for your records.

Inventory Adjustment Report

DOCUMENT #: 0643001000004 Reason Code: Damaged

Source
Bucket

Date Item ID Source

Location

Destination
Bucket

Description aty

Destination
Location

10/62/201 6001 Radar Range (2) ON_HAND

Employee Signature:

Figure 5-53: Inventory Adjustment Report Example

Inventory Count Technical Limitations

e I e

DEFAULT

Inventory counts have several technical limitations to which they must adhere based on

the amount of system resources available to a computer running X

store. All size

limitations are necessitated by either a memory concern, or an imposed technical

limitation of supporting software, such as Microsoft® SQL Server®
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Limitations/Information
The following numbers are based on a system running Xstore with a maximum of
512MB of memory allocated to it.

¢ The maximum number of items that can be on an inventory count is 300,000. When
the count sheets are generated, an algorithm is employed to determine what the final
count size will be. If it will be greater than 300,000, generation of count sheets will
not be allowed to continue. This limit is necessary to prevent systems from running
out of memory while processing an inventory count.

* The maximum number of items that can be on a cycle count or supply count is 2,000.
This limitation exists due to the required functionality of these types of counts in
conjunction with the limitations of Microsoft SQL Server.

¢ The maximum number of inventory adjustments that will be processed by Xstore at
the conclusion of an inventory count is 15,000. If a count produces more than 15,000
final variances, the user will be prompted that inventory levels cannot be adjusted.
Xstore automatically notifies the corporate office via the inventoryCount.xml file
to indicate that variances were not adjusted. The corporate office can then take
appropriate action to account for the variances. This limit is necessary to prevent
systems from running out of memory while processing an inventory count.

¢ Inventory count data must be deleted routinely at the corporate level to ensure the
optimal performance of the queries involved in inventory counts. Also, the
inventoryCount.xml file must be deleted after it reaches a certain size (a
maximum size is about 250MB). After this size, performance in writing to this file
will be significantly decreased
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Overview

Location Based Inventory Functions

Location based inventory tracks all merchandise items that leave or enter the store by
associating all items with a specific inventory location. This type of merchandise
tracking creates an audit trail record that tracks an item from the time it enters the store
until the time it leaves.

Item Movement

The store assigns and adds received items to a specific inventory location. Then, when
the item is removed from the initial inventory location, it...

* s transferred to another inventory location, or

e leaves the store as the result of a sale transaction, or

* isshipped out as an inventory transaction, or

* is adjusted as part of an inventory adjustment transaction.

These item movements are tracked through Location IDs and Bucket IDs that are used to
track the physical location and the current status of each item in inventory.

Locations and Buckets

This section uses the terms Location ID and Bucket ID frequently. As used in this
document, a Location ID generally refers to a physical location where items are found,
and it includes specific inventory buckets that are associated with it.

A bucket is a descriptive term that usually relates to the status of an item in a particular
location. For example, the On Hand bucket is a very inclusive category relating to
currently available items. Layaway is a different bucket that relates only to items that are
included in a layaway account, but may (or may not) be in the same Location ID as on-
hand items.

Depending on your system setup, items with one Location ID may not need to belong to
a specific Bucket ID, and items with a specific Bucket ID do not need to belong to a
specific Location ID. For example, the Warehouse location could contain items that are
assigned to the Repair, Special Order, and Layaway buckets. Meanwhile, the Special
Order bucket could contain items in the Warehouse and On Order locations.

Some inventory locations are configured at the corporate level, though additional
inventory locations can be added and configured at the store level. Inventory buckets are
configured solely at the corporate level.
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Location Based Inventory Menu

The Location Based Inventory Menu offers selections that allow you to perform various
operations related to inventory locations and the items that are located there:

¢ Inventory Location Maintenance: Existing inventory locations may be maintained
(viewed, edited, and deleted). See Inventory Location Maintenance. You also have
the option to create a new inventory location. See Define a New Inventory Location.

¢ Inventory Location Summary Count: Summary counts may be performed by
inventory location (entering totals for each of the inventory buckets that are assigned
to an existing inventory location). See Inventory Location Summary Count.

¢ Movement Pending Reconciliation: Use this option to reconcile inventory changes
stored in a temporary location with the actual inventory. See Movement Pending
Reconciliation.

¢ Inventory Movement Pending Report: The Inventory Movement Pending Report
shows items from transactions in which an inventory location has not yet been
specified when Location Based Inventory is being used. This report shows the
transaction number, transaction date, item ID and quantity, and the inventory action
code that is currently assigned. Refer to the Xstore Reports Guide for information
about this report, as well as the Inventory Movement Report, Inventory Movement
History Report, and Item List Report.

LOCATION BASED INVENTORY

Main Menu » Inv ory » Location Based Inventory

1 Inventory Location Maintenance

‘ 2 Inventory Location Summary Count ‘

‘ 3 Movement Pending Reconciliation ‘

‘ 4 Inventory Movement Pending Report ‘

Help Ok Register
F1 Enter Fi2

Figure 6-1: Location Based Inventory Menu

Inventory Location Maintenance

Inventory Location Maintenance allows you to edit the parameters of an inventory
location, or add/delete store-specific inventory locations for the local store. When editing
an inventory location, Inventory Location Maintenance allows you to search for a
specific inventory location by Location ID, location description, or associated bucket.
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Note:

* System Locations defined and set up by the Home Office cannot be changed
or deleted. Home-office defined locations show a Yes status in the System
Location field.

INVENTORY LOCATION MAINTENANCE

Inventary Location Maintenance

Location id: DEFAULT

Description: Detault

System Location:

¢ Inventory Location Maintenance does not allow you to edit items. Item edits
within an inventory location must be performed within the Item Transfer
function. See Item Transfer

1. After logging in to the Back Office by entering your employee ID and password,
select the Inventory option on the Main Menu.

2. Select Location Based Inventory on the Inventory Menu.

INVENTOR

Main Menu » I
‘ 1 Recewing A ‘
‘ 2 Shipping ‘
‘ 3 Inventory Replenishment ‘
‘ 4 Inventory Adjustment ‘
‘ 5 Hem Transfer ‘
‘L Hem Lookup ‘
‘ 7 Inventary Count Opticns ‘
‘ 8 Print Shelf LabelsiTickets ‘
‘L Inventary Reports ‘

Back Help Ok Register

Figure 6-2: Location Based Inventory Option
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3. At the Location Based Inventory Menu, select the Inventory Location Maintenance
option.

LOCATION

Main Menu b Inve

1 Inventory Lacation Maintenance

‘ 2 Inventory Location Summary Count ‘

3 Movement Pending Reconciliation

4 Inventory Movement Pending Report

Back Help Ok Register
Esc F1 Enter F12

Figure 6-3: Inventory Location Maintenance Option

The system displays the Inventory Location Search form.

INVEN

Enter inv

Lacation ID
Description
Bucket AT VENDOR -
LAYAWAY
ON_HAND
ONHOLD
ORDER ca}

Back Help Add New List All Process
Location
Esc F1 F2 F?7 F8

Figure 6-4: Inventory Location Search Form

4. Search options:

e If you know a Location ID, enter it in the Location Id field and select Process.
The system lists the matching Location IDs, and you may select the one you
want. Continue with step 5.

e Ifyoudonot know the ID of the location you want to see, select List All. The
system displays all of the existing Location IDs. Select the one you want and
choose OK. Continue with step 5.

* To search by the Bucket, select one or more buckets from the list and then select
Process.

¢ If you want to create a new inventory location, select Add New Location. See
Define a New Inventory Location.
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5. Maintain the location as needed at the Inventory Location Maintenance form.

INVENTORY LOCATION MAINTENANCE

Iive n Maintenance

Location Id Inactive On Hand

Description Stare display items
System Location: No
Location Active Yes

Bucket Id Included Tracking Method
AT_VENDOR No ALL
LAYAWAY No ALL
ON_HAND Yes ALL
ONHOLD No ALL
ORDER No ALL
PRESALE No ALL
SHIPPED No ALL
SoLo No ALL

SPECIAL_ ORDER  No ALL

Help Edit Celete Print tem
Location Location List
F1 F2 F3 F4

Figure 6-5: Inventory Location Maintenance Form

Select one of these options:
¢ Back: This returns you to the Inventory Location Search form.

¢ Edit Location: Select this option to make changes to the location. The Location
ID cannot be changed.

- Description: Edit the description as needed.

- Location Active: Yes indicates the location is currently being used and No
means the location is inactive and cannot be counted unless its status is reset
to Yes.

- For each Bucket ID:

Indicate whether or not it is included as part of the Location ID. Select Yes or
No from the drop-down list in the Included column.

Indicate the tracking method used by selecting an option from the drop-
down list in the Tracking Method column.

After making your changes, select the Save Changes option to update the
location.

® Delete Location: Select this option if you decide to remove the location. You are
prompted to confirm the deletion. Select Yes to proceed or No to continue
without deleting the location.

¢ Print Item List: Select this option to print a list showing all items in the location.

Note: To edit items within an inventory location, use the Item Transfer function.
See “Item Transfer.

Define a New Inventory Location

This feature allows you to specify a new inventory location within your store.
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1. After logging in to the Back Office by entering your employee ID and password,
select the Inventory option on the Main Menu.

2. Select Location Based Inventory on the Inventory menu.

3. At the Location Based Inventory menu, select the Inventory Location Maintenance
option.

The system displays the Inventory Location Search form (Figure 6-4).

4. Select Add New Location. The system displays a form where you can define a new
inventory location for your store:

INVENTORY LOCATION MAINTENANCE

Invento ation Maintenance

Location Id r

Description r

System Location: No

Location Active Yes

Bucket Id Included Tracking Method

AT VENDOR No ALL

LAYAWAY No ALL

ON_HAND Yes ALL

ONHOLD No ALL

ORDER No ALL

PRESALE No ALL

SHIPPED No ALL

SoLb No ALL

SPECIAL ORDER  No ALL
[ Help Save
Changes Changes
Esc F1 F2

Figure 6-6: Defining a New Inventory Location

In the Location ID field, enter the name you are assigning to the new location.
b. In the Description field, enter a brief text description for the new location.

c. Select the Location Active status by selecting Yes or No from the drop-down list.
Yes indicates the location is currently being used and No means the location is
inactive and cannot be counted unless its status is reset to Yes.

5. For each Bucket ID listed on the left side of the screen, you must decide:

a. whether or not it is included as part of the new Location ID. Select Yes or No
from the drop-down list in the Included column.

b. what tracking method is used for each bucket that you include in the new
Location ID. Select an option from the drop-down list in the Tracking Method
column for each bucket that you assign to the location.

Note: You cannot define new buckets. All buckets are defined by and downloaded
from the home office.
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6. After you have determined which buckets are included and you have assigned their
respective tracking methods, select Save Changes to create the new location. The
system displays a read-only view of the selections for the new Location ID.

INVENTORY LOCATION MAINTENANCE

Iive ation Maintenance

Location Id Inactive On Hand

Description Store display items
System Location: No
Location Active Yes

Bucket Id Included Tracking Method
AT_VENDOR No ALL
LAYAWAY No ALL
ON_HAND Yes ALL
ONHOLD No ALL
ORDER No ALL
PRESALE No ALL
SHIPPED No ALL
SoLo No ALL

SPECIAL_ ORDER  No ALL

Help Edit Delete Print ftem
Location Location List
F1 F2 F3 F4

Figure 6-7: Read-Only View of New Location ID

Select one of these options:
e Back: This returns you to the Inventory Location Search form.
e Edit Location: Select this option to make changes to the new location.

® Delete Location: Select this option if you decide to remove the location. You are
prompted to confirm the deletion. Select Yes to proceed or No to continue
without deleting the location.

e Print Item List: Select this option to print a list with all items in the location,
according to the Bucket IDs that you assigned to that location.

Note: To edit items within an inventory location, use the Item Transfer function.
See Item Transfer.

Inventory Location Summary Count

An inventory location summary count can be performed at any time for a specific
inventory location. This process compares the total item count performed by the user
(actual) with the total system item count (expected) for each inventory location and
bucket. This summary count process does not update inventory, it is used only to
identify discrepancies between an actual count performed by the user and the count
expected by the system.

1. After logging in to the Back Office by entering your employee ID and password,
select the Inventory option on the Main Menu.

2. Select Location Based Inventory on the Inventory menu.
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3. At the Location Based Inventory menu, select
the Inventory Location Summary Count
option.

1 Invantary Lacation Malntenance

| SR e bl — |
2 Irvaritory Location Summary Count

4 Movement Panding Reconciiation
i

4 Inventory Movement Penging Repon

The system displays a screen that shows the currently-defined inventory locations
and the inventory buckets that are assigned to them. On this screen you may enter
the counts for each bucket in the location you select.

Count Summary
DECLARED COUNT

DEFAULT

E=F  pack Office  John Smith Online Datavantage Homa Office 643 Ragister: 1 100212017 @56 AM m

Figure 6-8: Inventory Location Summary Count Screen

4. Select an inventory location and choose the Count Selected menu option.
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5. The system displays the inventory buckets for the location you selected. Enter the
count for each inventory bucket listed on the screen.

RY LOCATION SUMMARY COUNT

Totals Count

Enter the total count for each inventory bucket in the location.
Inventory Location DEFAULT

AT_VENDOR 2
LAYAWAY 6
ON_HAND 955
ONHOLD 0
ORDER 1
PRESALE 0

SPECIAL_ORDER 1

WORK_ORDER 5|

Back Help Previ Location I I I Register
Locat mery
Esc F1 F2 F4 F12

Back Office  John Smith m Datavantage Home Office 643 Register: 1 10/02/2013 9:00 AM

Figure 6-9: Inventory Buckets

6. After you enter all counts, choose one of these options:

e Previous Location: Displays the inventory buckets for the previously viewed
inventory location.

e Next Location: Displays inventory buckets for the next location in the list.

e Location Summary: Returns to the list of all inventory locations and shows the
counts you entered for the buckets in the Declared Count column. You can select
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Count Selected to enter your counts for a different inventory location. See
Figure 6-8) or continue with step 7 to complete the count.

DEFAULT AT_VENDOR
LAYAWAY
ON_HAND

ONHOLD

ORDER
PRESALE
SPECIAL_ORDER
WORK_ORDER

Back Office  John Smith m Datavantage Home Office 643 Register: 1 10/02/2013

Figure 6-10: Count Summary - Declared Count

7. Select Done Counting when you are finished entering summary counts for all of the
inventory locations.

8. The system displays a message if the counts for any of the inventory locations are
out of balance (different from the system counts).

Select Accept Count to continue, or Recount Locations to return to the summary
screen and choose a location that you want to count again.

The following locations are out of
balance: DEFAULT

Figure 6-11: Inventory Summary Count Out-of-Balance Message
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9. Once your counts are complete, the
bucket in each inventory location.

system prints a receipt with the counts for each

0s2ica
30500 Industzial Fkey
Salsn, O 44133
440-438-4424

Deem: 12/2713
Fagirtes: 1

W weow

=

smz
zomsn
Eemez

Figure 6-12: Sample Inventory Location Summary Count Receipt

Movement Pending Reconciliation
The Movement Pending inventory location is a default, virtual location for any items for
which an inventory location was not specified at the time of a sale, layaway setup, or
inventory shipment. This inventory location is a temporary location and items in this
inventory location must be reconciled.

To reconcile items in this virtual inventory location, the sold item must first be
transferred from the Movement Pending inventory location to a defined merchandise
inventory location/bucket. Next, the item must be removed from the merchandise
inventory location/bucket, and transferred to either the SOLD bucket, LAYAWAY bucket,
or SHIPPED bucket (based on the transaction type).

An item appears on the Movement Pending Reconciliation list if the following criteria
are met:

Your system is set up to track inventory movements that are pending.

Your system does not prompt for a Location ID during a transaction (sales

transactions and shipping transactions).

An item is found in more than one Location ID or is not assigned to any Location ID

in your store.

An item is assigned to a specific Bucket ID within the Location ID where it is found.
For example, for sales, shipping, and layaway setup transactions, the item must be in
the ON_HAND bucket.
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From a system perspective, an item meeting these criteria is not yet reconciled in terms
of identifying the Location ID from which it came. You must use the Movement Pending
Reconciliation option to identify the source Location ID.

1. Select Movement Pending Reconciliation from the Location Based Inventory Menu.

1 Invantary Location Maintananca

2 Inventory Lacation Summary Count

1 Movement Pending Reconciliation

4 Inventary Movemant Panding Repert

ok
Erlex

Figure 6-13: Location Based Inventory Menu

The system displays a screen where you can select pending items and reconcile
them.

ITEM ID ITEM LOCATION | TRANSFER
DESCRIPTION TRANS # DATE PRICE ary ary

INFO TAB MESSAGES KEYPAD 1002 7097 09/16/2014 $10620 1 0
COTTON JERSEY TIERED DRESS
1003 7097 09/16/2014  $69.50 1 0
TIE WAIST SHIRT DRESS
1004 7097 09/16/2014  $69.50 1 0
BLK WHITE CAP SLEEVE DRESS
1002 7096 09/16/2014 $10620 1 0
COTTON JERSEY TIERED DRESS
1003 7096 09/16/2014  $69.50 1 0
TIE WAIST SHIRT DRESS
1004 7096 09/16/2014  $69.50 1 0
BLK WHITE CAP SLEEVE DRESS
1003 7094 09/16/2014  $69.50 1 0
TIE WAIST SHIRT DRESS
1002 7093 09/16/2014 $10620 1 0
COTTON JERSEY TIERED DRESS

MOVEMENT PENDING ITEM RECONCILIATION

Select an option from the menu

Save & Exit ll view Detail | Reconcile il pri Register
Sclected | Qty
item i

] Fa 6 1

14 New Orders

Back Office  John Smith Datavantage Home Office 112 Register: 1 091612014  1:42 PM

Figure 6-14: Movement Pending Reconciliation Screen
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If you would like to have a printed report of the items pending reconciliation,

select the Print Movement Pending option.

Inventory Movement Pending Report

Date Range: ALL

te Trans # Item Id Description Serial Nbr Action Code Quantity
05/13/2009 413 1007 PURPLE JACO VNK ENVELOPE [RESS ON_HAND | S0LD 1
05/13/2009 417 9100 warrantied Jewelry & ON_HAND| S0LD 1
416 1002 ELK DRESS W/SCALLOP NECK ON_HAND | 50LD 2

366 1010 BLE/WHT SLVLS DRES W/CHIFF SCF ON_HAND | SOLD 1

363 1003 TAUPE/ROSE SLVLS HNDKCHIEF DRE ON_HAND | SOLD 1

363 1010 BLK/WMT SLVLS DRES W/CHIFF SCF ON_MAND | SO0LD 1

362 1010 ELK/WHT SLVLS DRES W/CHIFF 5CF ON_HAND | S0LD 1

358 1009 LIME BIAS CUT DRESS W/SERIAL ARE4E4E44646 ON_HAND | 50LD 1

358 1010 BLE/WHT SLVLS DRES W/CHIFF SCF ON_HAND | SOLD 1

156 1010 BLK/WMT SLVLS DRES W/CHIFF SCF ON_HAND| S0LD 1

354 1003 TAUPE/ROSE SLVLS MNDKCHIEF ORE ON_HAND| S0LD 1

354 1010 ELK/WHT SLVLS DRES W/CHIFF 5CF ON_HAND | S0LD 1

349 3005 Animal Print Carwash Dress ON_HAND | SOLD 1

349 30 Veaur ann D 20D 1

2. Select the item on the list that you want to reconcile. Use the up and down arrow
keys to scroll through the list and choose the Reconcile Selected Item option. See

Figure 6-14.

Tip:

If the item list is long, you can quickly find a specific item if you know its item

ID. Select the Search Item menu option, enter the item ID when prompted, and press
[Enter]. The system locates and highlights that item in the list.

3. The system prompts for the item’s source location. Select a location from the drop-
down list and choose Process.

INVENTORY LOCATION SELECTION

Select an inventory location for this item.

Qty to allocate:
Item Id: 1004

Description: BLK WHITE CAP SLEEVE DRESS

Inventory Location

fioerauLT]

Process
]

Figure 6-15: Select the Source Location For Item Being Reconciled
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4. The system prompts for the item quantity. Enter the number of items being moved
from the location you selected and press [Enter].

Enter Quantity

Enter the item gquantity to be reconciled.

Figure 6-16: Prompt for Quantity to be Reconciled

The system returns to the list of items that are awaiting reconciliation. The item that
you just reconciled is highlighted in green, and the Transfer Qty column now
displays the quantity that you entered for the item.

ITEM ID ITEM LOCATION | TRANSFER
EEE DESCRIPTION | TRANS# DATE PRICE ary ary

INFO TAB MESSAGES KEYPAD 1002 7097 09/16/2014 $10620 1 1
COTTON JERSEY TIERED DRESS

1003 7097 09/16/2014  $69.50
TIE WAIST SHIRT DRESS

1004 7097 09/16/2014  $69.50
BLK WHITE CAP SLEEVE DRESS

1002 7096 09/16/2014 $10620
COTTON JERSEY TIERED DRESS

1003 7096 09/16/2014  $60.50
TIE WAIST SHIRT DRESS

1004 7096 09/16/2014  $60.50
BLK WHITE CAP SLEEVE DRESS

1003 7094 09/16/2014  $69.50
TIE WAIST SHIRT DRESS

1002 7093 09/16/2014 $10620
COTTON JERSEY TIERED DRESS

MOVEMENT PENDING ITEM RECONCILIATION

Select an option from the menu

Save & Exit View Detail | Reconcile | Change Void ltem i i | W Register
Sciected | Qty Mow
ltem Pe

7] F4 F5 F6 F7 F10 F12

14 New Orders

Back Office  John Smith Datavantage Home Office 112 Register: 1 09/16/2014  3:35PM & F1

Figure 6-17: Reconciled Item is Highlighted in Green

5. If needed, select one of the following menu options:

e Change Quantity: You are prompted to select the item and then enter the
quantity that you want to reconcile for the item.

e Void Item: This resets the quantity for an item that you reconciled to the
previous quantity.

® Search Item: Enter an item ID and press [Enter] to locate and highlight that item
in the list. This is useful when the item list is long and extends off of the screen.

6. Select the Save & Exit option to retain the reconciliation(s) that you just completed.

7. You are prompted to confirm that you want to save your changes. Choose Yes to
save the information, or No to return to the list of reconcilable items. If you choose
Yes, the item is removed from the list of items awaiting reconciliation.
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The system automatically prints the Inventory Movement Report and includes all
of the items that were just reconciled and saved.

After printing the report, the system returns to the Location Based Inventory menu.

ltem Transfer

The Item Transfer option allows you to transfer an item from one inventory location to
another within the store. The transfer can be made for a single item, multiple items, or
even an entire inventory location.

1. After logging in to the Back Office by entering your employee ID and password,
select the Inventory option on the Main Menu.

2. Select Item Transfer on the Inventory menu.

INVENTORY

Main Menu » Inventory

1 Receiving

2 Shipping

L Inventory Replenishment

; Inventory Adjustment

L Item Lookup |
; Inventory Count Options

[

a Inventory Reports

| 8 Print Shelf LabelsiTickets |

A I acatinn Raced |W B |
Back Help Ok Register
Esc F1 Enter F12

Figure 6-18: Inventory Menu

3. The system prompts you to select the inventory Location ID and bucket from which
the item(s) will be taken. Select a Location ID from the drop-down list on the
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Location Id field, and select a Bucket from the drop-down list on the Bucket field.
Select Process to continue.

Location ID " Default

Bucket "

At Vendor
Layaway
On Hold
Order
Pre-Sale

Special Order
Work Order

Back Help Process

(=1 F1 F8

Figure 6-19: Prompt for Source Location and Bucket

4. Next, select the destination location and bucket to which the item(s) will be
transferred. Select Process to continue.

on for this item transfer

Location ID " Default

Bucket "

At Vendor
Layaway

On Hand

On Hold
Order
Pre-Sale
Special Order
Work Order

Help Process
Fi F8

Figure 6-20: Prompt for Destination Location and Bucket
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5. The system displays a list of reasons for transferring the item(s) to a new location.
Choose a reason from the list and press [Enter].

Item Moved

Item Shipped

Item Transfer

Ok
Enter

Figure 6-21: List of Reasons for Transferring an Item

6. The system prompts you to enter an item ID for the transfer. Scan or enter the item
ID and press [Enter].

LOCATION TRANSFER
H DESCRIPTION

GOALS MESSAGES  KEYPAD COTTON JERSEY TIERED DRESS
TIE WAISTSHIRT DRESS
BLK WHITE CAP SLEEVE DRESS
PEASANT TOP JERSEY DRESS
ROLL SLEEVE SWEATER DRESS
ANIMAL PRINT CAP SLEEVE DR...
DRAWSTRING PEASANT DRESS
MAXI LENGTH TANK DRESS
1111111
MAXI LENGTH TANK DRESS
222222222222

Inventory Locations

Transfer From: Default On Hand
Transfer To: Default On Hold

1009 MAXI LENGTH TANK DRESS 1 0
333333333333
1009 MAXI LENGTH TANK DRESS 1 0
444444444444
1009 MAXI LENGTH TANK DRESS 1 0
555566665555
1009 MAXI LENGTH TANK DRESS 1 0
666666666666
Scan ltem or UPC 1009 MAXI LENGTH TANK DRESS 1 0
mnnnmIT
1009 MAXI LENGTH TANK DRESS 1 0
Scan orenter an item. 888888838888
1009 MAXI LENGTH TANK DRESS 1 0
999999999999 LI
Save & Exit Void ltem | I  Transteran  printiem | 1
List
F2 F4 ] F10

Figure 6-22: Prompt For Item ID To Be Transferred
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7. The system prompts you to enter the quantity of the item that you want to transfer.
Enter the number of items and press [Enter].

Enter Quantity

Enter the itsm quanti

Figure 6-23: Prompt for Item Quantity to be Transferred

Note: If the item you want to transfer is serialized, you are prompted to enter the
serial number. Type it in and press [Enter].

Important:  You can select the Transfer All option to transfer all of the listed items
to a new location.

The system prompts you to confirm that all items
listed on the screen should be transferred from the
source location to the new location. Select Yes to
transfer all items listed on the screen or No to return
to the previous screen.

Are you sure you want to transfer all
items in the source location to the
destination location?

8. You may change the transfer information you have entered for any of the items
listed by choosing the Edit Item option:

¢ Change Quantity: You are prompted to select the item and then enter the
number of items you want to transfer.

* Void Item: This resets the number of items transferred to the previously
recorded transfer quantity.

* Search Item: Enter an item ID and press [Enter] to locate and highlight that item
in the list. This is useful when the item list is long and extends off of the screen.

Note: The only valid item quantity that you may transfer for any serialized item is
1.

9. Select Save & Exit when finished transferring items from one location to another.
You are prompted to confirm that you want to save the transfer information you
have entered.

® Select Yes to complete the process.

® Select No to return to the previous screen and continue selecting (or editing)
items you want to include in the transfer.
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10. The system automatically prints the Inventory Movement Report showing the items
that you just transferred.

Inventory Movement Report

Date Range: ALL Item Range: ALL

Movement Type: ALL

ate Item ID Serial # Quantity Action Code Source Source Destination Destination
Location Bucket Location Bucket
05/21/2011 1008 3 ITEM_TRANSFER Default On Hand Store display items  On Hand
05/21/2011 9001 1 ITEM_TRANSFER Default On Hand Store display items  On Hand
s 04 8 5 T 5 A bt b - b 8 b e e 2 e

Figure 6-24: Inventory Movement Report
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receiving document carton

control number, 2 - 9
Receiving Exception Report, 2 - 18
Replenishment Product Request, 3 - 47
report

Receiving Exception, 2 - 18

Replenishment Product Request, 3 - 47

Shipping Exception, 4 - 73

Shipping Manifest, 4 - 76

S

search all stores
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inventory adjustment, 5 - 128
shipping document
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closed status, 4 - 63

create from search form, 4 - 59

create from search list, 4 - 59

create new, 4 - 59

exceptions, 4 - 67

follow-up, 4 - 54

in-process status, 4 - 62, 4 - 63
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packing slip, 4 - 65
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search for, 4 - 55

shipping label, 4 - 63

void item, 4 - 68
Shipping Exception Report, 4 - 73
shipping label

shipping document, 4 - 63
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edit shipping document, 4 - 71
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