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Preface

This document has been created to provide a general training on master data, so that you can have
information how to set up BellaVita. This documentation has been prepared based on Microsoft
Windows 2003, 32bit server technology.

Audience

This guide is intended for system administrators and support familiar with BellaVita.

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:

* 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

Documentation

Oracle Hospitality product documentation is available on the Oracle Help Center at
http:/ /docs.oracle.com/en/industries /hospitality/

Revision History

Date Description of Change
July 18, 2011 e Initial publication.

Document Version Number: 1.0
April 10, 2012 e Updated and Tested

Document Version Number: 1.1
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Master Data

Master data contains the information which is mainly static, such as employees, treatment rooms,
treatments, etc. The resources (therapists and treatment rooms) are linked to treatments by the
skills that each employee represents and what is possible in the treatment rooms. You can add new
skills to any employee and facility, which can be later selected in the treatment as a required skill.

Employee Facility
Sill 1 e— Skill A
Skill 2 Skill B
Skill 3 T Gaic
Skill 4 Skill D
Etc... etc...
Employees

Employees can be found in the Master Data > Employees. You can create employees in groups or
even subgroups. Click on the yellow cross to create a new group or employee. Highlight the group
you would like to add the new employee or group to and press the yellow cross to create it. Double
click or press F2 on the new group and give it a new name Press Enter to save it. For regrouping,
right click on the group or employee and it gives you the option to do so.

To delete an employee, highlight it first, then click on the red X next to the yellow + sign, and

verify.
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Once you created a new employee start to fill out the information on the details tab. All personal
information can be added, as well as internal remarks. Most fields are self-explanatory, the others

are listed below:




*  Short name - elevant for journals and reports, practical when you print something where
there is no space for the full name to appear. Also you can setup Bellavita to show the short
names on the schedules. It is recommended for Spas with many employees.

= Same Gender - in case any of your employees can only treat guests the same gender as theirs.

= In turnover selection - when this field is ticked, the employee is administered in the
commission records. This way the employee appears on the commission reports; showing all
product sales that are linked to them, including the treatments they have completed.

= Color - a possibility for identification in the way their presences appear on schedules.
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On the skills tab you can either create new skills and add them or add the already existing ones to
the employees.
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Use the yellow plus to add new, and rename it by double clicking or pressing ‘F2’ on it while
highlighted and then press enter to save. To assign the skills to this employee, select the skill on
the right column and press the arrow pointing to the left.

To unassign a skill, select it on the left, and press the arrow pointing to the right.

Employee skills are always indicated with a glasses icon.
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Presences are the working hours/shifts of the employees. You always need presence to make a
booking for an employee.

Right click on the calendar to add a presence. Choose from the options of adding a presence using
template or not. (Templates set up in administration are useful if the shifts are mainly fixed hours.
For example: Early Shift, Middle Shift, Late Shift, etc.)
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Enter or change the “from” and “to” times; select the series for the repetition of this shift; and edit
the duration with an end date or “end after” the number of repetitions. Several presences can be
extended, reduced and moved in time on this presences tab, so it is practical to enter the series as
repeating daily, end after as many days as they work in one row.

The repetitions can be used in daily, weekly, monthly and yearly periodicity. Select weekly if the
employee is only available on a certain day every week.



Select Template

Existing Templates

Diescription Start Tirme Duration [hirnmn ]

1 |Early shift 2:00 0g:00
Late shift 1300 0s:00
Mid shift 11:00 0200
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Once confirmed, all the presences are displayed. If you would like to change the whole series all

together, just use the right click menu and edit series.
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Use drag and drop to move one presence - this means that it will automatically be separated from
the series and will be edited on its own. (The white squares at the top right corner of the presence
show that it is part of a series, yellow means it is independent.)

Pressing the shift button and holding your cursor on the beginning or end of one shift, the
cursor changes to a vertical arrow, which means that you can extend or shorten the selected shift.

The presences will be displayed on the schedule. You can only delete a presence (right click
menu option on the presence: delete breakout) if there are no bookings or absences on it.

Use the ‘Copy Presence’ option to copy the selected shift(s) then select the future date where you
would like to paste the same shift(s). This speeds up the process, and by editing the inserted
presences, makes the presence creation much easier.

From the Presences Tab you can print out the selected employees shifts for the certain time range
by right clicking to the white area in the calendar, and selecting the ‘Print” option.

Absences are set on schedules. To Set up an Absence, first you need to enter the Presences of
the selected Employee.

Right click on a displayed presence and select new absence from template or not. Set up the
details as it is explained for presences.
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= Not in house option is used for example in case of an absence set up for an external
meeting.

= Qverbookable can be used in case you want to arrange the breaks flexible to the
occupancy of the spa. This means that when making a booking, the system takes the
overbookable absence as a bookable time of the employee — which helps you to complete
the booking creation and you are able to change the absence later.
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Changing absences can be done the same way as the case of presences, but on the schedules tab
(and other schedules where the employee is displayed) instead of the presences tab.

It is practical to add the absences on the main daily schedule - so you can see the occupancy of
the day and compare the schedule of all your employees. You can also use the option to copy
absence, and paste it on other employees’ presence.

You can also make bookings from this tab for the selected employee.
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Facilities

Create and group facilities (treatment rooms) the same way as it is explained with employees. Add
a description/name on the details tab; create, assign and unassign skills for the facility under the

description as described in the case of employees.

You can add a remark in the bottom of this tab, such as detailed description of the room, location,

etc.
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The schedules tab shows the bookings which are allocated in this room, and you can create new
bookings here as well for the selected facility.
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Treatments — Offers

Create and group offers (treatments) the same way as it is explained with employees.

On the details tab, give the description (name), use the offer number option if necessary
and not set to automatic, and the duration of the treatment. You can set up preparation and
clearing time as well if required. In the remark section you can add any text you would like as
internal note.

*  Package Offer only: - Make this tickbox active, if the selected offer can ONLY be sold as a part
of a package, and not separately.

= Guest is overbookable: - It is mandatory to tick this box if the guest can attend on another
treatment paralell with the selected one. For example this field is active on treatments like
pedicure, manicure etc.

(To book a 2™ treatment at the same time for the same guest, you also have to tick the
‘Overbookable’ box on the guest profile as well)

»  Max Participants: - You can setup the maximum number of guest that can attend to the
selected treatment. The offer has to be either a Group Offer or a Multi Offer to setup the
number of participants.

= Group Offer - Multi Offer: - The only difference between them is the way of the payment:
= Select Multi Offer when the participating guests pay separately, e.g. Aerobic course

= Select Group Offer when there is only 1 payment, for example, when a company pays for
all the participating guests.
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The rates tab contains the accounting information.

At the bottom you need to select the charge type previously set up in Administration. Highlight
the one you need on the right, and use the arrow pointing to the left to assign it. If you would
like to assign any additional rate categories (rates) that can be chosen that the time of charging
apart from the standard, highlight them on the right, assign with the arrow pointing to the left
and enter the rate you would like to have on this category.

In the Rate Category window you can also select, and setup the special / discount price for certain
guest types, seasons, etc.
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On the top, select the VAT category, the standard rate, and from the drop down menu choose the
same charge type as at the bottom.
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As mentioned before, the link between the treatments and the resources is the skill. On the skills
tab, you need to select at least two skills (one which is of an employee, another which is of a
facility) that is required to complete the treatment.

The skills indicated by glasses are the skills of employees; the screwdrivers are skills of the
facilities. The reason why you cannot add a new skill here is that you should not create an offer
which you are unable to perform in the lack of skilled resources. Assign the required skills as
explained earlier.
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In certain occasions some resources may be overbookable for certain reason. If this is required,
select the available facility and/or employee on the Resource occupation tab and once it is
assigned (by highlighting and using the arrows) you can enter the number of parallel activities that
one employee can do or what one treatment room can accommodate.



For example if a guest can have a manicure and pedicure at the same time, the two treatments
have to be in the same room, so the room needs to accommodate two parallel treatments. (In this

case the guest will need to be overbookable as well, which will be set later, explained on the guest
profile.)
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If you would like to set up a priority list for the resources to be selected by the system in a certain
order, you can arrange this in the Resource priority tab.

You can select one resource that should be used before others if it is available, or set up the
complete list with the required order. Do this by highlighting the resource on the right, and move it
to the left with the arrow, then enter a number in the choice column. If the prioritized resource is
not available, the system assigns the next one in line and informs you at the time of booking.
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To keep track of the products used in a treatment, you can create a recipe on the articles tab.

Add the articles (products), the amount required, the stock will be taken from by the yellow
cross. This can be only done once the inventory details are set up.
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Qil Massage
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If your offer is not a treatment but a class that more people attend, the offer is handled as a Multi

Offer or a Group Offer in Bellavita. This has to be selected on the details tab of the offer, indicating
the maximum number of participants.

The schedule of the classes is edited on the Schedule multi offer tab. With the right click menu on

the schedule you can enter a new date for the offer which is basically making a booking for this
multi offer.
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When creating a new date, you need to add the required details, the time and the series details
(like it was explained at the presences and absences). When making a booking, you just need to
double click on the booking in the schedule, select the bookings tab and add the booking as it will
be explained later in the bookings section.
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Packages

Packages can be found in the Master Data > Packages. You can create packages in groups or even
subgroups. Click on the yellow cross to create a new group or package. Highlight the group you
would like to add the new package or group to and press the yellow cross to create it. Double click
or press F2 on the new group and give it a new name [] Press Enter to save it. For regrouping, right
click on the group or package and it gives you the option to do so.

To delete a package, highlight it first, then click on the red X next to the yellow + sign, and verify.
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& Package MNumber ‘16 ‘ Prepaid (|
A4 Employess
Duration ‘2 |
S Farllities
Rourding Amourt | 0.00 EUR| AT [z7.0 -
‘@' Inventory administration Externally bookable [ ForMHSUsage [
= Offers 2 PMS Package ‘ Iﬁ‘ v
Remark
A orders B
- =
Packages o
:’"‘: Subscription Templates L
% Suppliers i
Add-Ons
Import / Export
Fropagate
Administration

Edit the name of the package in the description field. Choose the charge type as packages.

— Duration has to be changed from 0 to the number of days the treatments in this package
has to be consumed in. Do not leave it 0.

—  Set VAT

— Rounding amount: the amount the total price for package differs from the total value of
treatments/ products included in it.

Offers tab

Weekend Package 20%

At pacoes - % (Dot | Docoirt o o Cotagry | s Sacience | At

|ﬁ — | Total Amount Offers 110.00 ELR Rounding Amount 0.00 EUR
i Total Amount Articles 3.00 EUR Tatal Amount 113.00 ELR

Offer | | %

|Quant\ty |Offer ‘Charge Type |Unit Rate incl, ... |T0tal Arnount i... | Price reductionw.‘|replaceable
1 1 Swedish Massage Massage & well, .. G0.00 EUR 50.00 ELR O
2 1 Cil Massage Massage & well ., 50,00 EUR 50,00 EUR O O

Use the yellow + to add the offers included in this package.
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Price reduction, if removed means that if someone does not consume the whole package, the price of
this offer will be deducted.

Replaceable means that when the booking for this package is made, this offer can be changed to
another similar one.

Articles tab

Weekend Package 20%

articka |:| o
[y |ace (ChegeTipe Uit Rato el VAT | Total rrourk ... Prce recketion, .|
(1| 1 Body lotion Prockct Sakrs IMER IMER

If your package includes sales articles, you can add them here by the yellow cross.

You can see that the total amounts are changing on the top of the window as you add the
treatments/products. The rounding amount set in the details tab appears and the total amount
shows the price of the package.

Discount from Rate Category tab

Weekend Package 20%

Al Packages - B [ﬁ’Discount from Rate Categaory Iﬁﬁﬁ

Discount from Rate Category Rate Categary selectable %

G Packages

Weskend Packag

Desctip... | Category Guest-.., |Charge...|% Rate Seque. . Description

Special Offer [0.00 % |ERElaN=NE 0 Standard
Regular
Regular Guest only

Employes rate

I
(=

If you want to give discount from the whole package, you can do it on this tab. Select the rate
category on the right column and press the arrow pointing to the left. You can put the percentage
rate of discount manually into the cell.

Master Data



Sequence tab

Weekend Package 20%

pacaes - % | Dot | Decount fom ot Catmgry | s | Secenca | et |

| | SeqUence

ar %

Description &

i & %
Sequence Mumber Minirmurn Distance to previous
1 0
| ﬂ 2 Change of Day 1
M 3 Swedish Massage 00:20

The sequence of offers in New Sequence is defaulted from the sequence you added the offers to the
package. When you click new sequence, the details are displayed below. You can change the
sequence by highlighting the offers and using the up and down arrows. You can also set up
“minimum distance to previous” if any of the treatments cannot be done right after each other.

When you click on any treatments, the yellow + becomes active on the top of the list in the line of
Entries. Using this you can add “day break” when you have multi day packages.

3 i =lofx|
Fle  Edit Help Administrator
Hlacxlvan|ci-2|ofla>BE22e0
Sample Company

Company ‘Eamp\e Cormpary | Street ‘Lnng strest ‘
e J | pco ] ool |

@. Articles First name ‘ | Caurtry

Last name ‘ |
R Employees Telephare |012345678

=2 Fadities

E-Mal ‘lnfu@mmpany(nm

|
Mobile 012345679 |
|
|

@. Inwentory administration
Telfax (012345675

= Offers
e Remark

_g;_'{’ Ordlers

€ Packages

=

4 subscription Templates

@ Suppliers
Add-Ons
Import / Export

Administration
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Inventory

Inventory management can be used as basic or as advanced as you need it. The general idea is
that there are two types of products in the inventory: retail products used for sale and products
used during treatments. Starting with suppliers, the products can be grouped by categories with
separate subcategory for the non-retail products; and once it is done we can work with orders and
inventory administration.

Suppliers

After clicking on Suppliers in Master data, add a new supplier by the yellow cross. Fill out all
the details, but please note that apart from the remarks section all details will be printed on the
order form. If there is more than one supplier, you can access the list with the ‘list’ icon on the top
right corner, and typing a % in the search field.

Sample Company » B+ 4
Search contains max, 200 entries, /
Company & Last narme First narne Address
NS 5l Cormpary Long street 1Z2]

e JRTE
- mhhﬂﬂ_
=i ]
Streat Lo stcat
= Postd cocka (1234 aty/
cowuntry -

Takphone: 01234578

bobda 101 545570
Eddal y'inocumrwmn
Teleb 012345070

Master Data



Articles/ Products

Select Articles in Master data. Highlight the group you would like to add a new group or article to,
and press the yellow cross. The groups appear in the left column, while the articles within the
groups show on the right in a list. Double click or ‘F2’ on the group to rename, and right click on

the item to regroup.

e -
|De;crlptlnn ‘ Rate ‘ Article Group ‘ Current Stock

— usamp\e Sales Product 0,00 EUR, Article 1.0item
Articles i [l For Sale QT\E 0,00 EUR Article not in stock

‘5‘; Employees

=2 Faciities

ﬁ Inventary administration
= Offers

ﬁ Orders

Q Packages

9“‘: Subscription Termplates
B2 suppliers Z|

Mirimal stock level reached or exceeded = @

The new article will show on the right hand side, as "New Article’:

Article wEtr ¢

Article Group EEL A ]
| |DBSCI’IDtIDn i |Rate ‘ Article Group |Current Stock
= Article gNew Article 0,00 EUR Mew Group not in stock
1l For Sale

Minimal stock level reached or exceeded =

To edit the new article, double click on it to be transferred to the next window where you can
rename it and add additional information.



22

Ootal (Puschiss || Siles | Stodk | Hetory |

Dasirtion hew daticle

Articks Mumber 18

EAM-13

Cauantity Lnit -
Articks Group Parw Group

TP Tkt

Ignore decounts and inoneess of prices.
Articls Thype =

Card Valchty [Months] o

Foamark

*  Change the Description to the name of the article.

»  Article Number is automatic.

= Article group is showing in which group you created/moved this article to.

= EAN-13is the barcode of the product - used only when you have a barcode reader

*  Quantity unit is item for all retail products. Choose litre, kg, etc for the salon products.

= Turnover relevant will make this product become commissionable. Only tick it for the sales
products.

= Card Validity (months) is used if you are setting up membership cards for sale.

= Remarks are for your internal notes.
The purchase tab requires information of your supply of this product.

= Supplier: - Search for supplier with the torch, and apply the selected company.

= Order Number: - This can be entered as the code of the product used by the supplier on your
orders.

*  Purchase price (net): - Enter the last price you had on your order for this product. (It can be
updated on every order in the future.)

*  Purchase price (gross): - This field will be automatically populated after you enter the VAT on
the next tab.

Master Data



New Article +
Supplier | | <
#®-Search / Create distributor. E x|
Company | | | #ssach]

The search reslts contains a maximurm number of 200 supplisrs.
Cornpaty Address

Sample Cormparny

On the sales tab you need to add the information relevant to your sale in the case of retail
items. In case of salon products all you need on this tab is the VAT.

Fill it out as it was described in the case of offers’ the sales tab.

New Article L
VAT [ =
Standard Rate \ 0.00 EUR|
Standard Charge Type ‘ v|
ssigned Rate Rate Category selectable ®
Category |Guest Type |Rate Sequence Description
Standard
Reqular
Special Offer
Regular Guest anly
Frnployes rate
#ssigned Charge Type Selectable Charge Types
Description Cost Center Category Description
Beauty Treatmerts
Massage & wellhess
Product Sales
wolcher
“oga Subscription




The stock tab allows you to select the stock information of the product. Select from the drop
down list the standard stock you keep these items administered in.

Once it is done, the “add to stock’ button becomes active and you can add the existing items to your

stock.

“Remove from Stock...” lets you remove any items from the stock.

“Transfer...” lets you select another stock to move items to.

Mew Article

Artiche in Stack

Standard Stack Main Stodk

Current Stock
Target Stock

Minirmum Stock

Enable alert | [ Enable rninirnumn stock alert )

| Stock

#.Stock Entrance

a Quantity should not be O ar less than 0.

Date  |05.04.2012 |m=]
Article |New Article |
Stock |r'-'lair'| Stock v|
e | |
Quantity (0.0 |

Comment |StDre

| lzlok | | 4 Car‘u:e||

Add to Stock..,

Remove from Stack..., | ‘ Transfer... |

Your current stock will appear on the top in the Current Stock line, as well as on the list on the
bottom. You can check any stock transactions, sales on the stock transactions tab.

To get back to the main list of articles double click on the title of the article in the blue field.

Tt 2tk
W For Sae

- .N."ﬂ#-'?.du

Mirirnal stk kvl reachisd o enciided = B

Master Data




To delete an article, highlight the article on the list on the right and use the red cross in the top right
corner.

To delete a group of articles, highlight the group and use the red cross on the top of the list of
groups on the left side. Groups can only be deleted if there are no articles in them.

Orders

Select Orders from Master data and add a new order by the yellow cross. Add the details of the
supplier first - as this determines what you can put on this order. Select the supplier as explained
in the articles - stock tab section.

QOrder Number. 6 PyE 1+ 4

Suppler o | | # oderpate | |

Compary | Order State |created |

Title: | Order Nurnber |6 |

|
|
First name | | Delivery Date | ‘|E||
|
|

Last name | Contact | |_‘5’|
Telefax |
&
Article Purchase Rate Quantity |T0tal delvered

! = This article does not belong to the chosen supplier.

| &3 Print... | | Reset ‘ ‘ Cancel | | Order complete |

The order number is automatic. Depending on the details you added to your supplier, fill up the
fields. You can add the Title, First name, Last name of your contact of the supplier so be shown on
the order form.

Order status shows if it is in progress, sent, completed or partially completed (the delivery differs
from the order in any way).

Delivery date can be set as required.

The contact will be the Spa Manager as set up in the configuration.

Using Order Suggestion means that Bellavita comes up with a list of articles according to the target
stock level that was set up. Every article that is below the target stock will appear with the quantity
that is required to be on the target level. With the yellow cross you can add any articles that you
wish to order:



@ Select Article 5‘

Filter Criteria

Distributor ‘Johnsnn&Johnson MI&[
Description ‘* ‘
Article Group %
L [oesapton [ rate Atk Goup | Current stock
§= Products 1 |classic Body L... 30.00 ELR Products 30.0 item
{1 Decleor
i Fashion
' [ Products

Minimal stack level reached or excesded = O

Every selected article appears on the list of articles on your order screen where you can change the
quantity and purchase rate as you wish:

Order Number. & Ble s ’

Suppler < | JohreonEdchnson #  Order Date

Corpay | JoPraoriiohreon Crkr Sate crastidd

Thix o Crkn Murrbs &

Fist nama | Jobn Ceabbonry Dt =
Lant name | Johrscn Contact [
Telet |

sener Poaners|SiCk Fecat | | Heloi|

2 = This articke choss not beiong 1o the chosen sLppler,

Once you have the complete list of the articles you wish to order, click PRINT at the bottom of the
page which created the order form that you can print or save and e-mail. This print button submits
the order and the Order state changes to dispatched.

To review your orders: either double click the top line of the order or enter a % in the search field
and press enter. This is the screen where all your orders will appear:

Master Data



Search contains max. 200 entries.

Order Number. 5 nEt + €

| Crder Date | Crder Mumber

| Compary

| COrder State

1 |Aug 23, 2011 11:50:27 AM
2 Sep 16, 2011 12:26:19 PM

4 Apr 5, 2012 511455 PM

1 Johnson@Johnson

2 JohnsongJohnson

6 JohnsongJohnson

partitially delivered

completely delivered

I N S

dispatched

Double click on the order you need to edit - when the stock gets delivered:

Order Number. 6

Suppkar 5 |
Canngarny
Tk

First name

Lt ramo

Crder Dt Age 5, 2012
Crdder humbeer &

)
=h Pt

il m v 4 ’
[m
|

.‘_ =
T
Raset || concel | | order compkete

Select the Stock receipt tab and press the yellow cross to select the articles that arrived. Article
Positions will list all items you ordered, while from the Articles tab you can select any articles that

you received but were not on the original order.




Order Number. 6 ey =

Supplier & |JUhmsun&JDhnsUn | e Orcler Date ‘Apr 5, 2012 ‘

Company |J0hnson&]0hnson Orer State ‘part\tial\y deliverad ‘

Title [1ar : Ordler Mumber & |
Fitst name:  |Johr | Delvery Date | =]
Last name  [Johnson | Contact \ [#]
Telefax | |
%
Articie Date Rata Quantity Stock placed into stock

Body Lotion 10,00 ELR,

| & Bill of Delivery | | Place into Stock ‘

| &4 Print... | | Reset | | Cancel | | Order complete |

Highlight the item on this list, edit the quantity and price if required and use the Place into Stock
button to put it in your stock. Once you have put ALL the received items in stock, press the Order
complete.

Inventory administration
Inventory administration is used to check your stock. It prints you a count list, you check the

exact numbers and enter them in the system. Then the current stock will be updated in the system
according to your calculations.

Select Inventory Administration from Master Data.

e B e e Pl 4

LU
ﬁ (e I irale mrernlorp gros e
WY T L P S CTOADE i P PRy procecie.
T Faciten
Ceritcr | PRI
ety admertaon | £
Courmiit 18
LA I S dats (0904 LD [ [EET
P dhsinie a 1emplate
Emtrg fargpisce @ laes forTidte
'?. Pakagn Pire lars Smrpiife
™ g sk Fiter Yy [0t wibior -
Fitw
2 farcher *
o Bhoek morepmmnds ke
- % Carcnd|

Add new by the yellow cross. Fill out the details on the pop up window according to your needs.

Master Data



= Description can be changed to a title that makes the look up easier in future, for example:

“monthly inventory September”

*  Countlists: this is how many copies of countlists you want to print.

= Start date and time can be set for any time in future, but as the “Stock movements locked” is
ticked, that means that from the start time until you update the numbers, you will not be able
to sell any products or use any products in the treatments - according to Bellavita. So it is
practical to do this when you actually start your check.

The first time you use this, you will be creating a template. You can rename it to anything, for
example: monthly check. The filter type can be selected as supplier, stock, etc., then the filter will list
you all the possibilities within that filter from which you need to use one.

The Stock movement locked is practical to set so the calculations will be accurate, however in this

case you need to make sure that there are no sales at the time of the check.

Once you click OK, the process appears on your list:

Mame Document Start End Closure Active lock
E 1= New template &
W nventory proce2 05.04.2012 - 17:34 o
T Mew
|
‘which report would you like to print?
|Eount List -
[ 2 Reteet | | & pont | | Edit |

Click print when the process is highlighted on the list and print the count lists.

You can navigate from this list back to your actual inventory process as explained in your orders.
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BAReporting Dialog x|

‘ Inventory report 06.04.2012 - 10:00 '| El
CIEICINCTRYES R ] [ R EVEV

Inventory: Inv1
Stk
avmae  Anse  Oueens. Descepion - sex
Main

-3 Chocoate | Orangs) Cream e
Dermanar

o [ —— —

210D Ammessence Yiang ang e
Jahrsand Jahnsan

[E— —
- e By Lo ..
Signature =]
4] [v]
Fage 2 of 2

Please note that only the products that had any stock movements (added to stock in the beginning)
will appear on this list no matter which filter you use.

Once you have it filled out, go back to the list of inventory processes and select the one you are
dealing with and use the button “Edit” at the bottom of the screen.

Start date [31.12.2011 | = na:s3 |

Stop date [05.04.2012 | = o0:00 |

Stock movements locked

Stock Distributor Art. nb. & MName List 1 Counting date

1 oo A ligue

2 |Main DErmanar 221000 Aromessence Ylang lang

3 |Main 25 Chocolate (Crange) Cream

4 |Main JohnsongJlohnson 26 Mazsage Wine

5  |Main Johnsong& Johnson 24 classic Body Lotion 2012-04-06 00:00:00.0

<A Back to overview ‘ | /7 Reject | | &3 Print | | @ Closing

Master Data



Add the stop date and time when you finish. Go through the list and put in the relevant
numbers in the list 1 column. Only when you have a stop date will the Closing button become

active.

on e Tk [ [

.Ar!. . & .H.rrn
2000 AROMmEdsenig Angekus
221000 Arormessenod Ylang Yiang

Further eciting
Vas

S ' (3%) o

D wous roally waant o close the mventon?

will it b possiblal

=

(7 Halp |

[T Countg dte

SOAS0H-06 D0 00000

< Back tooverview| | Ragect| | Sapent| | Coung |

Once you chose Closing, a security message appears. If you select yes, another message comes up:

Please select the desired procedure!

& Do you really want to set the stock amount of not counted articles to 02

| Yes

Cre_]

This means that any articles that you did not put an amount to, will be updated as if you found 0
quantity. Is this is not the case, select NO.

Then the system goes through every line and warns you if any articles have gone below the
minimum stock. At the end you get this screen with a message that the process is completed.
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Inv1 (Closed) -

MName \igval ‘ Responsible ‘Sm\th Jaqui |

Start date  [31.12.2011 - 09:53 | Stopdate |0.04.2012 - D000 |

Closing date |06.04.2012 - 10:20 |

|5tuck |Distrihutor Art. nh. Harne ‘List 1 |CDunting date Old stock Correction Mew stock
uMaln 29 Chocolate (Orang... none u]
ﬂMain Dermanor 220000 Aromessence And... none 2
ﬂMain DErmanor 221000 Aromessence Yla.. none 1
ﬂMain Johnson8Johnzon 26 Mazsage Wine none u]
ﬂMain JohnsongJohnson 34 classic Body Lotion Apr 6, 2012 12:0.., nonge 50
<= Back to overview | | Reject ‘ ‘ B | S export ‘ ‘ & Print | | 3 Closing

Now your stock is updated with the new values - only where you gave any information, but the
ones left empty stay on the value they were. You have the option to choose to print the list, export
it to a csv file, or go back to the overview of your inventory processes.

Creating your Inventory Templates
To create a new inventory, go to Master Data / Inventory administration.

The screen will show all existing templates. To create a new template click on the yellow cross.

You now have the choice to create a new template or use an existing one. If no inventory exists then
click on New Template.

Now choose a name for your category, either the product line, type of product or Stock. Then
choose your filter type to correspond with your name.

Once you have chosen your filter type, you can choose your corresponding filter. Then click on OK
to finish.

If the chosen inventory already exists, then you do not have to create a new one but instead choose
the existing template and confirm with OK.

Once you have chosen your template then it will automatically have the status working
To open just double click and then choose the Print button to print out the actual inventory.

Once you have filled in your inventory sheet with the actual count, you can then input the totals
under the column “LIST 1”. Just double click and enter the number. You can descend to the next
line with the “down arrow” on your keyboard.

When all articles have been entered you can close the inventory by clicking on the Stop date.

Master Data



Once the date has been chosen, the time will be automatically filled when you click on the button
“Closing”.

O x
<] April 2012 >
Sun Mon Tue Wed Thu Fri Sat
4] 1 2 3 4 s 6 X
s KX M X X X X
1) X XM X X X 2 X
17) X H H R K X X
18 X X
2011 Today 2013

The system will ask if you are sure to close the inventory, choose Yes.

The next question is whether all articles that have not been filled should be changed to ZERO. You
should always choose NO. If any articles should really have a 0 amount it is easier and less
dangerous to fill the field with zero manually.

After a successful inventory count, then a message will appear.

Once you have clicked on OK, a screen will appear with the total inventory including the inventory
before the count and the new count with the difference. The new count will automatically update
your stock within BellaVita without having to go to each individual article and updating it
manually.

Click on the Print button and you can print out your new stock

The last page will give you the total, Gross & net prices.

Inventory that has been completed can be retrieved under the Inventory Administration button
and can be opened by a double click, reprinted or exported in xls or CSV format.
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