WAREHOUSE SYSTEM SETUP AND USE

LOGON AND MENU SELECTION
1.1 Enter your assigned name, district number, password and fiscal year.

Note: Fiscal year defaults to the current fiscal year as indicated from the computer’s date.

Login District Password FY

Erter | Cancel |

Ilustration 1.1

1.2 Select the Warehouse menu option from the Financial Systems Menu.

il Financial System |:||:.E|

File Tools Help

[i] tain kenu
= [j W arehouse

¥ [j Maintenance:
¥ [j Replenizhments
¥ [j Reports
¥ [j Returns
¥
¥

[i] Shipping
[i] Site Orders
|_Q,J Repoart Queue

< Eit
Heywward: | ﬂ Enter

District: 101 | Fy: 2003 | 5/23/2003 | 10:14 AM

IMlustration 1.2

SETTING UP THE WAREHOUSE MASTER MAINTENANCE

2.1 Open the Maintenance, Master Maintenance application. If no Warehouses exist in the District, the
following message will appear.

Master Maintenance EI

There are no Warehouses for this District,

Ok

I1lustration 2.1
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WAREHOUSE SYSTEM SETUP AND USE

2.2 Click through the text message, and you will be presented with the Master Maintenance screen. There are
four tabs across the top of the screen: Warehouse, Product Class, Product Detail, and Additional Charges.
The first item of business then is to create a Warehouse under the Warehouse tab. Every District may have
various Warehouses, perhaps in the General Fund as well as in the Cafeteria Fund. This application will
allow you to create more than one Warehouse, and assign goods to each specific location. Click the Add
button to begin creating your Warehouse.

= Master Maintenance E|

File Tools Help
Warehouze T Product Class T Eroduct Detail T Agditional Charges

| Warehouse Mo. | Hame | Fund |

Exit

Dvistrict Mo: 101 Fizcal ™' 2003 10:15 Ak

Illustration 2.2

2.3 Fill in the various fields with the requested information. Illustration 2.3 shows a form filled in; one important
item to note is that you must specify in which fund the warehouse and its corresponding inventory entries is
located. In the case of the illustration, the fund used is ‘0100’ for the General Fund. Click the Add button to
save it to the system.

* Warehouse Maintenance

M ame:; |Genera| W arehouze Legal Mame |

Address 1234 Main 5t City: [&rptonn State: |C4 ZipCode: |99995-
|
|

Contact Mame: |Jim Stacker

Eut.
Phone Mo, |j559)555-9999  [3125 Contact Email: |istocker@ausd k12 ca.us
FauMo.  [ipmajsesases | Fund: o100
Add | | LCancel ‘
Statuz Date Laszt Used: Date Lazt Changed: | District: 101 | Year 2003 | 10:21 AM

IMlustration 2.3
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WAREHOUSE SYSTEM SETUP AND USE

2.4 Upon saving the Warehouse, a message box will appear to indicate a successful save, and it will also notify
you of the Vendor number that has been assigned to the Warehouse. This is important since when sites are
ordering items, the Warehouse is treated as a vendor for that site. Return to step 2.2 and continue to enter
Warehouses until you have set up as many as are needed. Note: More than one Warehouse may be set up in a
fund. Warehouses may not be deleted until all products have been removed from them.

2.5 Move to the Product Class tab to begin entering classes. A Product Class is a type of item and is used to help
create a catalog of inventoried stock that may be distributed to sites. One example of Product Class may be
Paper, under which you may see many various types of paper, differentiated by use, color, size or other

criteria. Click the Add button to enter a new Class.

= Master Maintenance

File Tools

Wwharehouse

Product Detai

T Additional Charges

Leave Blank For &l

Product Class,/Description:

[ RESiEH

Description

Delete

Digtrict Mo: 107

Fiscal . 2003

Illustration 2.5

2.6 The Master Product Class will appear, allowing you to determine a Class Number (must be numeric since the
field will not accept alpha characters) and Description. Click the Add button to save the Class.

% Product Class

Product Clazs:

Product Class: |[pog2 Clazz Dezcription; |Tuner|

[llustration 2.6
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WAREHOUSE SYSTEM SETUP AND USE

2.7 Product Classes may be modified by double-clicking the line and in the subsequent entry screen, making
changes and clicking the Update button. Return to step 2.5 and continue to enter Classes until you have
completed them. (See a copy of an Office Depot catalog to obtain further examples of Product Classes.)

2.8 Click the Product Detail tab to begin entering items under the classes that have been setup. A good example
of this would be to create details under the Product Class Paper. Entries could include 11x17, 8.5x14, 8.5x11
copy paper, colored papers in the sizes previously listed, construction paper, writing paper, fancy stationery
etc. Click the Add button to begin entering details.

2.9 The Product Detail screen contains all of the information about that product. The Warehouse manager can set
the Product Number, Description, Re-Order levels, locations, and other information. Four items of
importance are the Unit description, Sales Price, Vendor Unit Description, and Vendor Price.

= Product Detail

Product Detail
Froduct No: ||7
D e=zcriptian: ‘
rit Desc: li
Sale Price: li
Re-Order Lewvel: Ii
Min. Re-Order Level: Ii
M aw. Re-Order Level: Ii
Charge [*/N]: [y
Service Charge [7/M]: W
Sevice Rate [7/M]: W
Add

Prink ['/M]:

Product Clazs

Product Location:

Secondan Location:

Primary YYendar

Wendor Unit Desc:

Wendor Price:

Wendor Product Desc:

Secondary Wendor

W arehouse

'

p | - Select in ltem -

—
—

0 | - Select Ain ltem -

—
—

o | - Select fn ltem -

B | - Select Ain ltem -

Cancel |

Ll L«

Illustration 2.9

2.10Products do not need to be expensed to departments at the same price for which they were purchased from the
vendor. They may be sold at a premium or a discount, and part of that is determined using the Sale price

found in Illustration 2.9.

2.11When a product is being input, the District should determine whether they would have an additional charge to
be expensed to departments, and also whether the cost of running the Warehouse will be included through the
use of a Service Charge and specific Service Rate. These fields would be checked “Y” in such an event.

2.12Continue to add Master Product Details until you have completed them.

2.13Move to the Additional Charges Screen and note that there are two fields that could be filled. The first is the
Service Charge, in which you’d add a monetary amount for each item expensed, and the Service Rate, which
adds a percentage calculation to each order. The Service Rate should be input as a decimal value where 7.5%

would be input as 0.075.
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WAREHOUSE SYSTEM SETUP AND USE

= Master Maintenance X
File Tools Help

W arehouze T Product Clazs T Product Detail T ,A

Service Charge: |15 Service Rate [Decimal]: |0.075

Update Exit

Diigtrict Mo 107 Fizcal v 2003 FO3PM

Illustration 2.13

REPLENISHMENTS

3.1 Replenishments are accomplished through the Purchase Order or Payment Voucher program in the Financial
System Menu. Inventory, when purchased, is coded to the 9320 object rather than being expensed
immediately. The Replenishments Order must first be converted from a P.O. to a record usable in the
Warehouse System. Select the Convert GL to Orders menu option from the Replenishments menu tree.

= Search General Ledger Orders @
File Tools Help

Pleaze Enter search criteria. Leave blank for all

* Ref Mo Ref. Type

" Vendor | ﬂ| ﬂ Seaich

Lancel

District: 107 | Fiscal Year: 2003 | 8:32 AM

[llustration 3.1
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WAREHOUSE SYSTEM SETUP AND USE

3.2 Use the Search button to find any and all Warehouse orders that have been made through P.O.s, P.V.s, JEs, or
Transfers. Any item that has been coded to object 9320 (Inventory) will be found and placed in the grid.

3.3 Select an item from the grid and double-click to enter the Convert GL Order screen.

= Convert GL Order

Date: 5/27/2003

Wendor: Shipping Address: Billing Address:
|E ﬂ| Farmer's Yegetables ﬂ |1 ﬂ |.t’-‘-.USD Wi arehouse L| 2 jl.&USD District Office ﬂ
4578 Hutch Dr. # |11 Supply Blvd # (110 First St ~
| |Anytown ¢ [Anytawn w
Product No. Item Description Description Quan | Unit |Unit Cost| 5/H & Frgh! & |
- Strawberries h00|Each $5.39 $0.0—]
- -
- -
w
< | [

Current Total | SZ,EBE.BB|
APPROVED BY: Wi

Praject Nurmber: |0 Order Total; |

BEQUESTED BY: [6G

LCancel |

Ref.: PO-30054 | District: 101 | Figcal Year: 2003 | 8:33 AM

Illustration 3.3

3.4 The Warehouse manager should convert this GL item to a Replenishment Order by selecting the
corresponding Product Number from the Warehouse Catalog, and determining any allocation of shipping and
handling where amounts exist. When items have been selected and S&H charges allocated, click Add.

% Convert GL Order

!

Date: 5/27/2003

Wendor: Shipping Address: Billing Address:
|2 ﬂ| Farmer's Yegetables ﬂ |1 ﬂ |.t’-‘-.USD Wi arehouse L| 2 jl.&USD District Office ﬂ
4573 Hutch D, A | (11 Supply Blvd A 110 First 5t LS
| |Anytown ¢ [Anytawn W
Product No. Item Deszcription Deszcription Quan | Unit |Unit Cost| 5/H & Frth:
10024 - Crated Strawberries - Strawberries hoO|Each $5.39 $0.0—|
- -
- -
b
< | | |

Current Total | SZ,EBE.BB'
APPEOVED BY: Wi

Praject Nurmber: |0 Order Total; |

REQUESTED EY: [BG

LCancel |

Ref.: PO-30054 | District: 101 | Fizcal Year: 2003 | 8:45 AM

I1lustration 3.4

Page 6 of 12



WAREHOUSE SYSTEM SETUP AND USE

3.5 Orders may be viewed on the Search Replenishment Order screen once they have been converted; double-

click them to enter the next screen. They

may be Updated for quantity, product or Voided from the

Warehouse Replenishment screen. Note: Changing quantity and product without verifying the amount that

has been debited to the inventory account could result in differences in inventory valuation between the

warehouse and GL.

= Warehouse Replenishment Order @

[rate; 54272003
Wendor: Shipping Address: Biling Address:
|E ﬂl Farmer's Wegetables ﬂ |‘| ﬂlf-‘«USD wharehouze l|2 ﬂl.-’-‘«USD Driztrict Office ﬂ
4578 Hutch Dr. # | |11 Supply Blvd # (110 First St ~
| Anytown A npkan "
Product Mo. Item Description Quan U nit Unit Cost Total Cost =
1002A Crated Strawberries 400 |Crate $6.00 $2.400.00 ]
hd -
hd -
-
Project Mumber: |0 TOTAL $2.400.00
EEQUESTED BY: |BG APPEOVED BY: “Whi
[v Print Update | Woid Cancel |
Ref: PO-30054 | District: 107 | Figcal Year 2003 | 8:57 Ak .
Illustration 3.5

3.6 When all of the items have been adjusted to reflect the actual order and cost and the items are on hand, enter
the Receiving menu option. Searching in this screen will fill the grid with all Replenishment orders that have

not yet been received. Double-click to e

= Search Receiving
File Help

Tools

Pleasze Enter search criteria. Leawve blank far all.

' Ref Nao Ref. Type
=] [~

PO

30054 2

& “endor |

[~ Shaow Finalized

Dristrict: 1

BG W

nter into an order for receiving.

Search

LCancel

01 | Fiscal Year: 2003 | 8:59 Ak

I1lustration 3.6

3.7 Orders may be received in several shipments. Fields on the Receiving Warehouse Order that may be affected
by the user are: Current Receiving, Unit Cost, Unit Conversion, and Status. Current Receiving is the total of

the shipment that is being received, fill

in the amount in this field and move to the next one. Unit Cost may
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WAREHOUSE SYSTEM SETUP AND USE

be adjusted here to reflect the actual price of the item. Ensure that the total of the extension of Unit Cost
multiplied by totals received equals the amount paid for the items; differences will require future adjustments.
The Unit Conversion factor may be changed as well. For example, the Vendor may sell chocolate bars by the
case, but the warehouse books them individually. If there are 20 bars per case, the unit conversion would be
20, and the resulting per unit sales cost would decrease accordingly. The Conversion factor must be set on

this screen due to the fact that different vendors may sell the same product in different units,

and so the totals

must be customized through the use of the Conversion factor accordingly. Lastly, the Status must be set; use
“P” for partial orders where the remainder is still expected, and “F” for final orders where no more is to be
received. Click Update to save the receiving order, Finalize All Details to make all receipts in total for the

entire amount, or Cancel to exit without saving.

= Receiving Warehouse Order @

Date: 542742003
“endor: Shipping Address: Biling Addrezs:
S S ~
w w w
Product Mo Item Description Quan. Prev. Current Lt Unit Cozt Total G
) Ordered | Received | Receiving |
10024 Crated Strawberries 400 200 0|Crate $6.00
-
Al | 2N
Project Murnber: TOTAL
REQUESTEL EY: | APPEOVED BY: Wi
Update Einalize All Details Cancel |
Ref.: PO-30054 | District: 101 | Figcal Year: 2003 | 3:22 A

SITE PURCHASE ORDERS/REQUISITIONS

Illustration 3.7

4.1 Sites Order supplies from the Warehouse by using the Site Order or Site Requisition menu options. These
function in the same manner that they do on the GL side, and so little time will be spent here explaining the

Site Purchase Order/Requisition process.
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WAREHOUSE SYSTEM SETUP AND USE

4.2 Once a Site Order has been entered, the Warehouse staff will see it on their shipping screen. Select the
Shipping, Fill Site Orders menu option and click the Search button to find completed and unfilled Site

Orders. Double-click an order to begin filling it.

= Search Fill Site Orders

Fil=  Help
Please Enter search criteria. Leawe blank for all.
& Order Mumber
= wiarehouse |1DD2 - |Cafeteria “waret
Search
P. 0. Numb wendor R ted B A !
. 0. HNumber Number equeste: i PDIOYEe »

30001 1002 BG FO

[ Show Finalized Only LCancel |

Dristrict: 101 | Fizcal Wear: 2003 10:06 Ak Illustl‘atlon 42

4.3 The SACS Warehouse system does not allow partial shipping of orders; all orders are either Open “O”, or
Final “F”. Select the quantity to be shipped, and update the Status to “F”. You then use the Finalize All

Details button to complete the order.

~ Fill Site Orders X
Date: 5427/2003
Wendaor: Shipping Address:
s ~
w "
. Quan. Quan. Quan. 5 q s
Product Ho. | Item Description Drdered SHPT SRy Unit Unit Cost Total C:
1002A Crated Strawbermries 20 20 O|Flat $2.00

w
Al | v |

Project Mumber: TOTAL $40.00

BEQUESTED BY: | AFPPROVED BEY: PO

Cancel

[v Print

P. 0. Mumber: 30007 | District: 1071 | Fizcal Year: 2003 10:13 Ak

4.4 A packing slip will print itemizing the products shipping and their cost.

Illustration 4.3
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WAREHOUSE SYSTEM SETUP AND USE

RETURNING ORDERS

5.1 Occasionally orders will need to be returned. Since the per-item cost may have changed since the order was
shipped, the site must provide the original order number to the Warehouse so that they may search for and
allow the system to automatically recalculate the per-item cost of inventory. Select the Returns, Returns
menu option and Search for a specific order.

= Search Returns S|
File Help
Flzaze Enter search criteria. Leawe blank for all.
" Order Mumnber |
" Site/Product | ~|| -
| = =l
Search
Yendor
P. 0. Humber Mumber Reqguested By Approved By
LCancel
Status: Diztrict: 107 | Fiscal Wear: 2003 | 10:23 AR Illustratlon 5 1

5.2 Enter the amount of product being returned from this order in the Quantity Returning field. The account
line(s) against which this may have been expensed will autofill in the accounts at the bottom, however the
amount will need to be manually input. The reason for this is that the items may have been expensed out of
multiple lines and the user will need to determine which account to abate. Click the Add button to save the
transaction.

=i Site Order Returns @

Date: 5BA27/2002
Wendar: Shipping Address:
~ -~
- ~
Product HNo_ Item Description S?n;‘:-::;d P;;:u?::;' Fleut:?r::-ng Uit Unit Cost Total C-= ]
10024 - Crated Strawben - 20 1] 10|Flat $2.00
- -
- -
-
| | vl |
Fu Re P Gl Fn Ob Si De =
1 0100-7810-0  -0000-3700-470000-000-00 * |Ihoo
2 T - - z |
2 | - - - - - - b =
Project Mumber: TOTAL $20.00
EEQUESTED BY: | APPEOWVED BY: PO
Add Bl |
P. 0. Mumber: 30007 | Districk: 1071 | Fizcal Year: 2003 | 10:29 Ak Hlustl‘aﬁon 5 2
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WAREHOUSE SYSTEM SETUP AND USE

POSTING SITE ORDER EXPENSE

6.1 The Business Office or other District determined department will need to post the expense of the supplies
ordered from the Warehouse to the GL. Select the Site Orders, Post Site Orders menu option from the
Financial System screen. Use the Search button to fill the grid with unposted expenses.

= Search Post Site Orders
File2 Help

Pleasze Enter zearch criteria. Leawes blank far all.

<]

f* Order Mumber |

7 Sited/Product | ﬂl

| |

Yendor

20001 1002

-

BG

Search

—
—
=

Requested By

O

Foszt All

LCancel

PO’z in vellow Reqguire lnvestigation.

Driztrict: 101 | Fizcal Wear: 2003 | 10:47 Abkd

IMlustration 6.1

6.2 Double-click in the item to bring it up in

an edit screen. Here you can correct the account code if desired, or

split the expense between one or more accounts. The total expensed must equal the total cost of the items
that were received by the site. Click Post to expense the item and reduce the amount available in the account

line.

!

= Post Site Orders

Date: BA27/2003
“Yendar: Shipping Address:
-~ -~
- '
FProduct Ho. Item Description l]?;:l’;d S?\E:)E:::e-d Unit Unit Cost Total Cost Status |
10024 Crated Strawberries 20 20 (Flat $2.00 s0.00 F
-
| | v |
Fu FRe P GI Fn Ob  5i De
1 |D1 00-7810-0-0000- 3700-470000-000-00 Remove | _$ |[e40.00
2 [ Remove k]
3 | Remove ¥ -
Project Mumber: TOTAL $40_00
REQUESTED BY: | LPPREOVED BY: PO
Fost LCancel |
P. 0. Humber: 20001 | District: 1071 | Fizcal Year: 20032 | 2:39 PM Illustration 6 2
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6.3 The postings will perform the following: In the fund where the expense is posted, the expense line will be
debited, and the cash credited. The Warehouse fund will have additional postings, the inventory account will
be credited for the item cost, and any profit or loss will post to the suspense account. The cash will be
debited to reflect the transfer of assets. If the transaction crossed fund boundaries, the system will
automatically create a transfer between the two funds to account for the flow of cash.

ADJUSTMENTS

7.1 Adjustments must be made to inventory when amounts are stolen, destroyed, or otherwise impaired. Since
the cost must be evenly distributed among the remaining inventory, the Adjustment screen must be used. See
the help menu for instructions on adjusting inventory cost.

RECONCILIATIONS

8.1 The Warehouse system contains powerful accounting tools that require the user’s input and judgment. As a
result, it is easily thrown out of balance and should be reconciled to the GL total of inventory on a regular
basis; this will keep differences from accumulating.

8.2 Profit and loss calculations are built into the system should the District decide to use them. The most
common application of this concept is including a management sales charge on each item that passes through
the inventory control system. The profit and loss will be posted to the 9910 account, and may, if desired, be
differentiated through the use of a sub-object or site designation. This accumulation should be periodically
posted against the cost of running the Warehouse as described in the State School Accounting Manual.
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