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Setting up Inventory 1

1 Setting up Inventory

Inventory is managed in the sZen Inventory Module. To access the Inventory Module:
-SELECT the 'INV' button on the left side of the main screen
-OR-

-SELECT File | Inventory
-This opens the following screen

(®ZenCorp EIGHTEEN - [inventory] 0ne

ue

Department Sort Brand Sort | SKU Sort
— Department | SKU Item | gy Price |
" Accessories [ME i : £75.00
Account Payments s0ea e 2 2600
=t o310 pin 2 $62.00
Bags [soss0 Sport Haley o $70.00
e [oeer [soses Tai Pats Ladies o 7930
— [|severages [soaos Titania blue capri 2 $65.00
Cart Fees

Club storage

3=

Clubs
Driving Range
Event Prizes
Event Pymt/Dep
Fitness Equipment
Food

Footwear

Gift Gards

Gift Gertificates
Gloves

Golf Balls

L]

o ] o o ] o ] o e o ) o o ) e ] o e e o e e

Green Fees
Headwear

1GA HNDCP
Lessons

Men's shorts

old Iventory
Outerwear Ladies
Outerwear Mens
Pants Ladies
Rentals

season passes
shirts Ladies
Shirts Mens
shorts Ladies

skirts Skorts Ladies

This is the Inventory Module. Here is where Departments, Brands, Vendors, Inventory ltems, and other
inventory related things are managed.
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1.1

Departments

All inventory will be organized into departments. These departments can be set up in whatever manner
seems best to keep inventory organized efficiently.

The Department Manager Screen
Creating a New Department
Editing a Department

Deleting a Department
Inactivating a Department

The Department Manager Screen

To begin creating a new department:

-SELECT the 'Depts' button

E i
| Depts |

-This opens the Department Manager Screen

(2]

[CISort by Dept #

[clear GL Associations |

() Department Manager,
o T

| Egﬁr ‘ ‘ Nevs H Edit ‘ ‘ Delete Hlnactivatel
[ T &)
[ |peer s v Proshop - Beer
[ peverages 4 ¥ Proshop - FAB
||cart Fees ;v Golf Cart Rentsl
|_|ciub starage a0 B3 Rooim Rentsl
= 7 M Golf Retall Sales
| oriving Range sz ¥ Driving Range
[_|event prizes s v Golf Retsil Sales
[_[Event pymtyoep 3 Event/Banquet Deposits
|Fitness Equipment o M Golf Retsil Sales

Food s v Proshap - Fag
|_|Footwear ! M Golf Retsll Sales
| |sioves 8 M Golf Retail Sales

Golf Bals W Golf Retsll Sales
|_|areenFees ETIR Green Fees
| |Headwear s M Golf Retail Sales

150 HDCP R 1GA HNDCP
|_|Lessons ;s v Services - Golf Lessons
| |Menis sharts sz N Golf Retail Sales

old Imventory a8 M Golf Retall Sales
|_|outerwear Ladies 3w M Golf Retsll Sales
| |outerwear tens s W Galf Retsil Sales

Pants Ladies as W Golf Retall Sales
|_|Rentais =R Golf Equipmert Rertal
| lseason Passes s v Deposits:Deferred Income Golf Pass

COGS -

COGS -

COGS -
CO0S -
OGS -

CO0S -

CO0S -
OGS -
COGS -
OGS -
OGS -

Golf Retail

Golf Retai

Golf Retail
Golf Retai
Goff Retai

Golf Retai

Golf Retai
Goff Retail
Golf Retai
Golf Retai
Goff Retail

Retail Invertory -

Retsil Invertory -

Reteil Invertory -
Retsil Invertory -
Retsil Invertory -

Retsil Invertory -

Retsil Invertory -
Retail Invertory -
Retsil Invertory -
Retsil Invertory -
Retail Invertory -

Golf Invertory

Golf Invertory

Golf Invertory
Gulf Invertory
Guit Invertory

Gulf Invertory

Gulf Invertory
Guit Invertory
Golf Invertory
Gulf Invertory
Guit Invertory

Creating a New Department
Continue creating the new department:

-SELECT the 'New' button

L3
MNew |

-This activates the text fields above the grid
-ENTER the appropriate information (Dept Name, GL account association, ect.)*

-SELECT the green 'Check Mark' button
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The new department created and will appear in the grid, and also on the main Inventory Module Screen.

*NOTE* The HG field means "Has no Hard Goods". Placing a 'Y" in this field means that the department
being created has no hard goods. This flag is useful for departments that contain inventory items that are
services (lessons, guided tours, etc.) rather than physical items. All items created into a department
flagged has not having hard goods will automatically be created as Non-Depletable items.

Editing a Department
To edit an existing department:

-HIGHLIGHT the desired department
-SELECT the 'Edit' button

- A
Edit |

-This activates the text fields above the grid with the highlighted department's
information entered into them.

-Make the desired changes

-SELECT the green 'Check Mark' button

The changes will be saved and applied to the highlighted department.

Deleting a Department
Deleting a department only works for departments that have no inventory items active or inactive. To
delete a department with these qualifications:

-HIGHLIGHT the desired department
-SELECT the 'Delete' button

o 3
Delete |

The highlighted department will be removed from the grid, and it will never be seen again.

Inactivating a Department

Departments that have inventory items and history tied to them and cannot be deleted, but are no longer
in use, may be inactivated. However, all inventory items that they contain must be inactivated prior to the
department being inactivated. To inactivate a department:

-Make sure that all inventory items tied to the the department are inactivated

-HIGHLIGHT the desired department
-SELECT the 'Inactivate' button

Inac:tiuate!

The highlighted department will be inactivated, and will no longer appear in the grid. It can still be
reactivated if it needs to be.
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1.2

Brands

The Brand Manager Screen
Creating a New Brand
Editing a Brand

Deleting a Brand
Inactivating a Brand

The Brand Manager Screen

Brands are managed from the Brand Manager Screen. To get to this screen:

-SELECT the 'Brands' button

Er
| Brands |

-This opens the Brand Manager Screen

{8) Brand Manager,

Delete| Inactivate

New ‘ Edit

V]

Brand

| Discount % |

v

:Accu Length Junior Clubs

Adams

Adidas

|_|Ashworth

| |Bag Boy

_E\en Hogan

_Bigwood

Bite

Book

__|Bridgestone

_Callaway

Cap

_Champion

Chrormax

Cleveland

Clubrella

Cobra

|_|Comet Sky Streaker BAll
Davis Embroidery

:Foot Joy

|_|Footjoy

|_|5reg Marman

| |GustBuster

Creating a New Brand
To create a new brand:

-SELECT the 'New' button
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Mew

-This activates the text fields above the grid
-ENTER the appropriate information (The brand name, and the discount % if applicable)
-SELECT the green 'Check Mark' button

The new brand will be created and added to the grid.

Editing a Brand

To edit an existing brand:

-HIGHLIGHT the desired brand
-SELECT the 'Edit' button

Edit

-This activates the text fields above the grid with the highlighted brand's information in them
-Make the desired changes
-SELECT the green 'Check Mark' button

The changes will be saved and applied to the highlighted brand.

Deleting a Brand

Only brands that have no history behind them can be deleted. To delete such a brand:

-HIGHLIGHT the desired brand
-SELECT the 'Delete’ button

Delete

-A confirmation screen will appear

Confirm (&)

Delete this Brand?

VS

-SELECT the 'Yes' button

The highlighted brand will be deleted.
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Inactivating a Brand

Inactivating a brand is done when it has history tied to it and cannot be deleted. To inactivate a brand:

-HIGHLIGHT the desired brand
-SELECT the 'Inactivate' button

Inactivate

-A confirmation screen will appear

Confirm

Inactivate this Brand?

| UEs

The highlighted brand will be inactivated. It can be reactivated from the Administrator.
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1.3 Vendors

The Vendor Manager Screen
Creating a New Vendor
Viewing the Details of a Vendor
Editing a Vendor

Deleting a Vendor

Inactivating a Vendor

The Vendor Manager Screen
Vendors are managed in the Vendor Manager Screen. To get to this screen:

-SELECT the 'Vendors' button

Yendors

| ——

-This opens the Brand Manager Screen

(&) Vendor Manager A

( News M Edit }EnetailsE(Deletevlnacﬁuate}

Company Name ‘ Acct # R

Adams
Adidas
Ashiwarth
Bag Boy
Bigwood
Bite Shoes
Eook
Eridgestone
Callaway
Cap Barbell 11100
Charnpion

o

Cleveland

Clubrella

Davis Embroidery

Footjoy

Golf Solutions

Greqg MNorman

GustBuster

1220

Idaho Golf Assoc.

Imperial

Jerkins Carlson Accessories
Jenkins{ Carlson Comet Ball
Live eve wear Polar eves
Makavyla

aui Jim

Mafli

7l Lirnnl

Creating a New Vendor
To create a new vendor:

-SELECT the 'New' button
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M ews

-This opens the Edit Vendor Screen

(5) Edit Vendor (o)
Yendor Name || Yendor Phone

Account No. | Vendor Fax

Address1 | Contact

Address2 | Contact Phone

City Contact EMail

SED Return Title |

ap Return |

Default Terms | | Address
City —

Miscellaneous Notes:
State

Zip
Identification |
Number

-ENTER the appropriate information
-SELECT the 'Sawe' button

The Edit Vendor Screen will close and the new vendor will be added to the grid.

Viewing the Details of a Vendor
All the details of a vendor, such as their contact information, etc., are not visible in the Vendor Manager
Screen. To view all the details of a particular vendor:

-HIGHLIGHT the desired vendor
-SELECT the 'Details' button

" ERTRTSR
| Details |

-This opens the Edit Vendor Screen, and all the vendor's information will be visible.

Editing a Vendor

To edit a vendor:

-HIGHLIGHT the desired Vendor
-SELECT the 'Edit' Button

T
Edit

-This opens the Edit Vendor Screen with the highlighted vendor's information already
displayed in it

-Make the desired changes

-SELECT the 'Sawe' button
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The changes will be saved and applied to the highlighted vendor.

Deleting a Vendor
Only vendors that have no history behind them can be deleted. To delete such a vendor:

-HIGHLIGHT the desired vendor
-SELECT the 'Delete’ button

g
Delete

-A confirmation screen will appear

Confirm (&)

Delete this Vendor?

s | M

-SELECT the 'Yes' button

The highlighted vendor will be deleted.

Inactivating a Vendor
Inactivating a vendor is done when it has history tied to it and cannot be deleted. To inactivate a vendor:

-HIGHLIGHT the desired vendor
-SELECT the 'Inactivate' button

o
Inactivate

-A confirmation screen will appear

Confirm (&)

Inactivate this Vendor?

Uz | ME

The highlighted vendor will be inactivated. It can be reactivated from the Administrator.
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1.4

Inventory Iltems

Creating a New Inventory ltem
Editing an Inventory ltem
Inactivating an Inventory Iltem

Disallowing Discounts for an Inventory Iltem
Making an ltem Depletable or Non-Depletable

Adding Multiple SKUs to an Inventory ltem

Creating a New Inventory Item

To create a new inventory item:

-SELECT the 'New' button

M ews

-This opens the New Inventory Item Screen

() New Inventory Item (2]
[ SKU | ( addsky ) DatecCreated| | SalePrice 1  grart pate [
¥71528 . Aug 31, 2009
Edit SKU
| Edt /| qtyinStock End Date
Roctoskusy g Sale Price 2 Start Date
Receipt Title | [ End Date |
Full Description Qty Discount 1 Threshold — Qty Disc. 1 Price
Edit Titles ‘
Department |f 1 ~| | Oty Discount 2 Threshold ~ Qty Disc. 2 Price
SubDept  category | [ Fiels [ [
orol ,—_‘ with this
roline Sub Category =1 | color are Timed Price Start Time
smu | Ciass —]| eaured _
End Time
Brand  Guick Brand| =l
Vendor/Catalog 1D ‘ V_ No Discounts [” Expose Online
Disc. Floor [~ Chef (Hot) Flag
Tax Rate | | |~ Depletable rtem I Chef (Cald) Flag
I~ Allow True 2ero Price | Bar Flag
il Pri 0.00
(] Gt # Reorder Qty Sales History ‘ Order Status ‘
Max Qty
Weighted Avg Last 30 | oty |
Most Recent Cost spiff | Last 30 |
Current Margin Spiff % | Last . |
Calc Retal From Margin ﬂ cutoff | Forever |

-ENTER the appropriate information. Required information includes Receipt Title, Department,

Brand, Tax Rate,

and Retail Price. The Retail Price can be $0.00, but it cannot be empty

-SELECT the 'Sawe' button

The new inventory item will be created.

Editing an Inventory ltem
To edit an existing inventory item:

-HIGHLIGHT the department that contains the inventory item
-HIGHLIGHT the desired inventory item

-SELECT the 'Edit' button
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R
Edit

-This opens the Editing ltem Screen. This screen looks exactly the same as the New Inventory
Item Screen,

with the highlighted items properties displayed in it.

-Make the desired changes

-SELECT the 'Sawe' button

The changes will be made to the highlighted inventory item.

Inactivating an Inventory ltem
To inactivate an item that is no longer sold:

-HIGHLIGHT the department containing the inventory item
-HIGHLIGHT the desired inventory item
-SELECT the 'Inactive’ button

| Inactive |

-A confirmation screen will appear

Confirm (o)

Inactivate this Item?

Uz | Mm

-SELECT the 'Yes' button

The highlighted item will be inactivated, and will no longer appear in the inventory module.

Disallowing Discounts for an Inventory ltem
If it is desired to not allow a particular item to be discounted, there is a flag in the New Inventory/ Editing
ltem Screen. All that is required to not allow discounts for that item is to:

-HIGHLIGHT the department containing the inventory item
-HIGHLIGHT the desired inventory item
-SELECT the 'Edit’ button

B
Edit

-This will open the Editing Item Screen
-On the right side of the screen in the pink section there are the words 'No Discounts'
-Place a check mark in the box next to those words.
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-SELECT the 'Sawe' button

The changes will be applied to the highlighted item, and it will no longer accept discounts in the Retail
Screen.

Making an ltem Depletable or Non-Depletable
An inventory item that is depletable will reduce it's quantity when it is sold. An inventory item that is non-
depletable will have a quantity of zero and will not reduce when it is sold. To make an item depletable:

-HIGHLIGHT the department containing the inventory item
-HIGHLIGHT the desired inventory item
-SELECT the 'Edit' button

- A
Edit |

-This will open the Editing Item Screen

-On the right side of the screen in the pink section are the words 'Depletable Item’
-Place a check mark in the box next to those words

-SELECT the 'Sawe' button

The changes will be applied to the highlighted item, and it will begin depleting its quantity when sold.
To make an item non-depletable:

-Repeat the above steps

-Make sure there is no check mark in the box next to the words 'Depletable ltem'
-If there is a check mark in the box, remowe it

-SELECT the 'Sawe' button

The changes will be applied to the highlighted item, and it will not deplete its quantity when sold.

Adding Multiple SKUs to an Inventory Item

Sometimes there is a need to have one inventory item have multiple SKUs. The cause for this often
times is because the vendor changes the SKU for their own purposes. Multiple SKUs can be added,
edited, and deleted for inventory items in sZen.

Adding another SKU
To add an additional SKU to an item:

-HIGHLIGHT the department containing the item
-HIGHLIGHT the desired inventory item
-SELECT the 'Edit' button

B i
Edit |

-This opens the Editing ltem Screen
-At the top left of the screen there are several options for the SKU
-SELECT the 'Add SKU' button
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[ addsku )

-This opens the Add SKU Screen

(E) Add SKU (5]

8

Enter the new SKU for this item:

i BAEEL

-ENTER the SKU
-SELECT the 'Ok’ button

The new SKU will be added to the inventory item.

Editing a SKU
To edit an existing SKU:

-Follow the abowe steps
-HIGHLIGHT the desired SKU
-SELECT the 'Edit SKU' button

e e
[ Editsen )

-This opens the Edit SKU Screen with the highlighted SKU entered into it

() Edit SKU )

N

Enter a revised SKU for this item:

K EAMEEL

-Make the desired changes
-SELECT the 'Ok’ button

The edited SKU will be saved.

Deleting a SKU
Deleting a SKU can only be done for SKUs that have no history behind them. To delete a SKU:

-Follow the above steps
-HIGHLIGHT the desired SKU
-SELECT the 'Delete SKU' button

© 2009 sZen Corp
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Delete SKU

-This opens a confirmation screen

Confirm

Are you really sure you wish to delete this SKU?

Mz

-SELECT the 'Yes' button

The highlighted SKU will be deleted.
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1.5 Sale Prices

There are several ways to create a sale price for an inventory item. A sale price can be defined by a date
range, by a certain time of the day, or when the quantity of the inventory item reaches a certain level.

The New Inventory ltem/Editing Item Screen
Creating a Sale Price By a Date Range
Creating a Sale Price By a Quantity Threshold

Creating a Sale Price By a Time Range

The New Inventory ltem/Editing ltem Screen
All methods for creating sale prices for an item are found in the New Inventory Item/Editing ltem Screen.
There are two ways to get to this screen:

1.

-SELECT the 'New' button

-This opens the New Inventory Item Screen

This method is used when a sale price is being added to an item at the same time the item is being
created.

2

-HIGHLIGHT the department containing the inventory item
-HIGHLIGHT the desired inventory item

-SELECT the 'Edit' button

-This opens the Editing Item Screen

This method is used when the item it is desired to add a sale price to has already been created.

Once the New Inventory Item/Editing Item Screen has opened, look for the sale section in the upper right
of the screen. It will look like this:

Sale Price 1 Start Date |
| End Date |

Sale Price 2 Start Date |
| End Date |
Oty Discount 1 Threshold Oty Disc. 1 Price

|

Oty Discount 2 Threshold Oty Disc. 2 Price
Timed Price Start Time |

| End Time |

Creating a Sale Price By a Date Range
It is possible to create two separate sale prices that are defined by a date range. Notice from the above
image that all it takes to create a sale price by a date range is to:

© 2009 sZen Corp
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-ENTER the desired sale price in the text field under the words 'Sale Price 1 (or 2)'
-ENTER the desired date range in the 'Start Date' and 'End Date' text fields
-SELECT the 'Sawe' button

The new sale price will be saved and applied to the item. It will be in effect between the date range
defined for it.

Creating a Sale Price By a Quantity Threshold
It is possible to create two separate sale prices that are based on the quantity in stock of an item. To do
this:

-ENTER the desired quantity level in the text field under the words 'Qty Discount 1 (or 2)
Threshold'

-ENTER the desired sale price in the text field under the words 'Qty Disc. 1 (or 2) price

-SELECT the 'Sawe' button

The new sale price will be saved and applied to the item. It will take effect once the quantity in stock of
that item reaches the defined level.

Creating a Sale Price By a Time Range
It is only possible to define one sale price by a time range. To do this:

-ENTER the desired sale price in the text field under the words Timed Price'
-ENTER the desired time range in the 'Start Time' and 'End Time' text fields
-SELECT the 'Sawe' button

The new sale price will be saved and applied to the item. It will be in effect between the time range
defined for it.

© 2009 sZen Corp



Setting up Inventory 17

1.6 Receiving Inventory in the Inventor Module

This method of receiving, that is receiving inventory directly in the Inventory Module, is used only if it is
not desired to use Purchase Orders. Purchase Orders are cowered in the next chapter of this manual.

Receiving a New Inventory ltem
Receiving for an Existing ltem

Receiving a New Inventory Item
Receiving a new inventory means that it is desired to create a new inventory item, and receive quantity
for it at the same time. To do this:

-SELECT the 'Receive New' button

i . N
I Receive MNew |

-This opens the New Inventory Item Screen

() New Inventory Item (&)
[ SKU [ (A= ) D;te;r;-;ltne; SalePrice 1 gtart pate|
e | 2
[IEEE | Editsku ) Qt: e— End Date
Roctoskusy g Sale Price 2 Start Date
Receipt Title | [ End Date |
Full Description Qty Discount 1 Threshold  Qty Disc. 1 Price
Edit Titles ‘
Department | =] | Qty Discount 2 Threshold  Qty Disc. 2 Price
subDept  cCategory| [ Felas [ [

with this
Proline  Sub Category ’—;| color are Timed Price Start Time ’7
SiL Class ,—L‘ e ,7 End Time

Brand _ cuk e =

Vendor/Catalog ID ‘ ’_ No Discounts MEEECRE
Disc. Floor [~ Chef (Hot) Flag
Tax Rate | | |~ Depletable ttem [~ Chef (Cold) Flag
I~ Allow True 2ero Price | Bar Flag
il Pri 0.00
Retail Price ¥ Reorder IJty‘ Date Received |2/2/2009 Quick Y¥endar ‘
M t!

ax Qty Yendor ‘ j

Weighted Avg

Most Recent Cost |  Smiff Qty Received ’7
Current Margin ’7 Spiff % Item Cost ’7

Cale Retail From Margin g| Cutef Total Cost
|_ Sa0E | cse@Em

-Notice the slight difference with this version of the New Inventory Item Screen, highlighted in
red, is the

section for entering in some receiving information in the lower left of the screen

-ENTER in the appropriate information for the new inventory item

-ENTER in the appropriate receiving information (vendor, gty received, etc.)

-SELECT the 'Sawe' button

The new inventory item will be created, and will be saved with the receiving information applied to it.

Receiving for an Existing Item
Receiving can also be done for inventory items that already exist in the system. To do this:

-HIGHLIGHT the department containing the inventory item
-HIGHLIGHT the desired inventory item
-SELECT the 'Receive Existing' button
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'fREEEiUE Existing \

-This opens the Editing ltem Screen with the same difference as the New Inventory ltem Screen
-ENTER the appropriate receiving information
-SELECT the 'Sawe' button

The receiving information will be applied to the highlighted inventory item.
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1.7 Barcodes

Printing Reqular Barcodes for One Inventory Item
Printing Barcodes for Multiple Items
Printing High Speed Barcodes

Printing Regular Barcodes for One Inventory ltem
Regular barcodes in sZen print onto Avery 6150 labels. To print regular barcodes for an inventory item:

-HIGHLIGHT the department containing the inventory item
-HIGHLIGHT the desired inventory item
-SELECT the 'Barcode' button

£ b

-This opens the Enter a Quantity Screen

(%) Enter a Quantity o

789
4 5 6 owmv
123
<
\H oR

oNu®

-ENTER the desired quantity
-SELECT the 'Ok’ button
-This opens the Barcode Printer Screen

© 2009 sZen Corp
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(8) Barcode Printer

‘ Add Item

| Edit Quantity | | Delete Highlighted Row |

[ quantey | Item

‘ 12 Precor EF% 5.37

Starting Row: | 1

Starting Colurn; | 1|

Edit Label

‘_‘ Print Barcodes W \ Cancel

}

-If the label preview (the white space above the 'Edit Label' button) is blank:

-SELECT the 'Edit Label' button
-This opens the Barcode Manager Screen

o]

Barcode Manager
Mave Ikems From the Left Panel and Position them where you wank
them ta show up on the Avery Label to the right.
e ey e
Custom Text
Custom2 Text ||||||||||||||||||||||||||
;tem Description |
BarCode Width @
EnterSKULength(1-16)% [ |
Auto Set Width of Barcode ‘

-Drag and drop the desired components of the barcode label onto the blank label

-SELECT the 'Sawe' button

-This closes the Barcode Manager Screen and re-opens the Barcode Printer Screen

-ENTER the column number and row number to start printing barcodes on

-SELECT the 'Print Barcodes' button
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A Microsoft Windows screen may open asking which printer to use. Once the printer is selected, the
barcodes will begin printing.

Printing Barcodes for Multiple ltems
Once an item has been selected and appears in the Barcode Printer Screen, more items may be added
to the print job. To add more items:

-SELECT the 'Add ltem' button

-

Add Item

-This opens the Inventory Locator Screen

(E) Inventory Locator (2]
SKU Item [ oty [ price [ cost |
H b

Dept Title| SKU ? 99995200731 Cart Fee 18 ARROW-1/t o $0.00

||99939200727  cart Fee 18 ARROW-/S 0 $0.00 9
Departmant [ [|osess200725  cart Fee 18 arrOW-M ] $0.00
ACGESSORIES [|asas3427 Cart Fee 18 ARROWOFF o $0.00
H 99999431 Cart Fee 18 ARROWPEAK o $0.00
| [BEER |_|99999317 Cart Fee 18 CART ROUND 0 $18.67
||cADDY [ |29999200202  Cart Fee 16 CDAINM PKG SPECIAL ] $0.00
| |cApDY TIPS [ |999932007140  Cart Fee 18 CDAINNGRP o $0.00
» | |599992007144  Cart Fee 18 CDAINNGRP-A/0 o $0.00
|cLuB RENTAL | |999992007150  Cart Fee 16 COAINNGRP-1/A 0 $0.00
[TconvENTIONS [ |o99992007148  cart Fee 18 CDAINNGRF-)/S ] $0.00
H ElT 99999200735 Cart Fee 18 CDAINNGRP-M o $0.00
| [DRINK COUPON |_|999992007124  Cart Fee 18 CDAINNGUEST A/O 0 $0.00
| [EMPLOYEE MEALS | 799992007136 Cart Fee 18 COAINNGUEST JVA 0 $0.00
| |[FooD 999992007132 Cart Fee 16 COAINNGUEST IS [ $0.00
GIFT CARDS | |999992007128  Cart Fee 18 CDAINNGUEST M o $0.00
I"|GIFT CERTIFICATES |_|o99993 Cart Fee 18 COMP 0 $0.00
[TGOLF BaLLS [ |os9s9z00703  cart Fee 16 corP-a/o 0 $0.00
H 99999200796 Cart Fee 18 CORP-1/A 0 $0.00
| [GOLF CLUBS | |s9999200732  cart Fee 18 CORP-)/5 o $0.00
| |GOLF SHOES | |99999200787 | Cart Fee 18 CORP-M 0 $0.00
| |GREEN FEES : 9999920073 Cart Fee 18 DAT-A/0 [ $0.00
HATS [ |9s9s9200715  cart Fee 18 DAT-M/A 0 $0.00

-HIGHLIGHT the department containing the inventory item
-HIGHLIGHT the desired inventory item

-SELECT the 'Go' button

-This will open a Quantity Screen

Quantity L)

Howe many labels do ywou wank?

( ok )/ Zancel \

-ENTER the desired number of labels

-SELECT the 'Ok’ button

-REPEAT the abowe steps for as many inventory items as desired
-ENTER the column number and row number to start printing barcodes on
-SELECT the 'Print Barcodes' button
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A Microsoft Windows screen may open asking which printer to use. Once the printer is selected, the
barcodes for all the items will begin printing.

Printing High Speed Barcodes

High speed barcodes only work with a specific printer, a Cognitive Advantage LX Direct Thermal Printer.
This printer must also have to correct paper type, and be configured in a specific way. Please contact
sZen Support BEFORE purchasing a high speed barcode printer. Also contact sZen once the printer has
arrived, and have sZen Support configure the printer.

To print high speed barcodes:

-SELECT Sales from the File menu, and then choose Print High Speed Barcodes from the drop
down
-This opens the Select Inventory Screen

(&) Select Inventory

The Genericf Text Only Printer driver must be installed and set as default, Advanced Settings

1

-SELECT the 'InV button
-This opens the Inventory Locator Screen

[ EdwseL
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(%) Inventory Locator

(&)

Dept Title

SKU

Department [

[>]

ACGCESSORIES
BEER

CADDY
CADDY TIPS

GLUB RENTAL
CONVENTIONS
DRINK COUPON
EMPLOYEE MEALS
FOOD

| |a1FT carps

GIFT CERTIFICATES
GOLF BALLS
GOLF CLUBS
GOLF SHOES

GREEN FEES
HATS

PO

EE «

SKU Item [ oty [ price [ cost |
d
] 99999200731 Cart Fee 16 ARROW-1/4 a $0.00
] 99999200727 Cart Fee 18 ARROW-1/S a $0.00
: 99999200723 Cart Fee 16 ARROW-M o $0.00
99999427 Cart Fee 16 ARROWOFF o $0.00
] 99999431 Cart Fee 15 ARROWPEAK a $0.00
] 99999317 Cart Fee 18 CART ROUND a $18.87
: 99999200802 Cart Fee 16 CDAINN PKG SPECIAL o $0.00
999992007140 Cart Fee 16 CDAINNGRP o $0.00
] 999992007144 Cart Fee 16 CDAINNGRP-A/0 a $0.00
] 999992007150 Cart Fee 18 CDAINMGRP-1/A a $0.00
: 999992007148 Cart Fee 18 CDAINNGRP-1/S o $0.00
99999200735 Cart Fee 16 CDAINNGRP-M o $0.00
] 999992007124 Cart Fee 16 CDAINNGLEST A/O a $0.00
: 999992007136 Cart Fee 16 COAINNGUEST 1/A a $0.00
999992007132 Cart Fee 16 CDAINNGUEST I/ o $0.00
] 999992007128 Cart Fee 18 CDAINNGUEST M a $0.00
] 999993 Cart Feg 18 COMP a $0.00
: 99999200783 Cart Fee 16 CORP-A/O a $0.00
99999200756 Cart Fee 16 CORP-1/A o $0.00
] 99999200792 Cart Fee 16 CORP-1/S a $0.00
] 99999200787 Cart Feg 18 CORP-M a $0.00
: 9999920073 Cart Fee 16 DAY-A/0 a $0.00
| 99999200715 Cart Fee 18 DAT-1/A o $0.00

CHNCES

-HIGHLIGHT the department containing the inventory iten
-HIGHLIGHT the desired inventory item
-SELECT the 'Go' button
-This will open a Quantity Screen

Quantity

Howe many labels do ywou wank?

( (4 :)/ Zancel \

-ENTER the desired number of labels
-SELECT the 'Ok’ button
-The inventory item and the quantity of labels will be added to the screen
-REPEAT the abowe steps for as many inventory items as desired

-SELECT the 'Ok’ button

The barcodes will proceed to print at a rapid pace.

23
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1.8

Inventory Reconciliation

Sometimes the quantity in stock shown by the sZen system will not match the actual quantity in stock.
Loss, theft, and other reasons may cause this. sZen has provided a way to reconcile the actual inventory
in stock to the sZen system, and to do it as quickly and efficiently as possible. Inventory Reconciliation
requires a User Account with sufficient security rights.

Printing an Inventory List for Reconciliation
The Inventory Reconciliation Screen
Reconciling Inventory

Reconciling Cost and Retail Price

Printing an Inventory List for Reconciliation

When taking inventory, it is helpful to know what inventory items have been entered into the system, and
how many the systems says are in stock, if any. The Inventory Taking Detail report has been created for
exactly this purpose. To print one of these reports for inventory taking:

-SELECT the 'Rpt' button on the left side of the Main Screen

-This opens the Reports Module

A DISPLAY B

General 11 General 12 Registers/Tills By Rev. Center @ Graphs
Sales DEPARTMENT SALES REPORT
Mini PNL Report

Daily Payment Type Summary

Department Summal
Inventory |pepartment Summary with Item Counts
Department Detail

Brand Detail

Daily Gross Margin

Golf Daily Gross Margin Detail for One Department
Daily Gross Margin Detail for One Brand

Tax Collected Report

Members |gingle Inventory Item Sales History
Single Inventory Item Sales by Day
Inventory Sales Frequencies

Time of Day Sales Analysis

Accounting
Gift Certificates Outstanding

Gift Certificates Outstanding (Eighteen Only)
Gift Certificate History

System  |Gift Certificate Usage History

Gift Certificate Printout

-SELECT the 'Inventory' button
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-SELECT the 'Reconciliation' button that will appear along the top of the screen
‘ Reconciliation ‘

-HIGHLIGHT the words 'Inventory Taking Detail'
-SELECT the 'Display’ button

\\‘ DISPLAY

-This will open a Select Sort Method Screen

() Select Sort Method (&)

‘ by SKU
by Item Description
by Quantity in Stock

by Retail Price

b | sewees

-SELECT the desired sort method
-SELECT the 'Ok’ button
-A Confirmation Screen will appear

Confirm (&)

Exclude items with Qty less than One?

\'Es

25
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-SELECT the 'Yes' button to exclude items with a quantity less than zero
-SELECT the 'No' button to include items with a quantity less than zero

-A preview of the report will open.
-SELECT the 'Print’ button

=

The print job will be sent to the report printer designated in the global preferences.

The Inventory Reconciliation Screen

Once the Inventory Taking Detail Report has been printed and inventory has been taken, it is now time to
make the necessary adjustments to the system to match the actual inventory in stock. This is done

from the Inventory Reconciliation Screen.

To get to the Inventory Reconciliation Screen:

-SELECT File from the menu bar and the Inventory Reconciliation from the drop down

-This opens the Inventory Reconciliation Screen

£ Goff Lessons Seles Retal Books Tesks Hep
valdate Pass

o val
I Post Actual Quantities to Inventory

sword) []Post to Cost/Retai
Sortby U

Ttem

Sty [ Actuat

Reconciling Inventory

Once the Inventory Reconciliation Screen has been opened, reconciling inventory may begin. To do this:

-HIGHLIGHT the desired department on the left
-HIGHLIGHT the 'Actual' column next to the desired inventory item

-ENTER in the correct actual quantity

-PRESS the down arrow to proceed to the next inventory item, or repeat

the abowe steps for another department and inventory item.

Once all the actuals have been entered for the inventory items in need of change:

-ENTER the password of a User with sufficient rights to reconcile inventory
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-PRESS the <ENTER> key on the keyboard
-The 'Post Actual Quantities to Inventory' button will change to say [User Name], you are now
cleared to post'

sZen, you are now cleared to post

All actual quantities will be posted to the inventory.

Reconciling Cost and Retail Price
Cost and Retail Price may also be reconciled from the Inventory Reconciliation Screen. To do this:

-Place a check mark in the box next to the words 'Post to Cost/Retail’
-New fields will appear in the right grid

To edit the cost:
-HIGHLIGHT the Cost column next to the desired inventory item
-ENTER the correct cost
-Repeat as necessary

To edit Retail Price
-HIGHLIGHT the Retail column next to the desired inventory item
-ENTER the correct retail price
-Repeat as necessary

Once all the correct prices have been entered:
-ENTER the password of a User with sufficient rights to reconcile inventory
-PRESS the <ENTER> key on the keyboard

-The 'Post Actual Quantities to Inventory' button will change to say [User Name], you are now
cleared to post'

sZen, you are now cleared to post

All correct prices will be posted to the inventory.
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1.9 Reactivating Inventory

The Reactivate Screen
To reactivate an Inventory Item that has been inactivated:

-SELECT File from the menu bar and then choose Administrator from the drop down
-This opens the Administrator Screen

-SELECT General from the menu bar and then choose Bring Back from the Dead from the
drop down

-This opens the Reactivate Screen

@Reactivate
| Reactivate Highlighted Record |
Inventory |Dept | Brand | Vemdor' Tax Tvpe' Tournament' RoundTvpe'
ieezed Juice

|| 50114 25M Uni 10-Pack Add-On (Aqua/PT/Tennis) 90,00
|| 60150 3.00 Bucket of Balls 3.00
L 60321 3/4 Sleeve Polo wy Rib Trim 61.00
L 50112 55 Min Universal 10-Pack Add-On 180.00
| 50110 55 Min Universal 5-Pack Add-On 90.00
|| 60151 6.00 Bucket of Balls 6.00
|| 50197 A-TRAIN BAR 3.50
|| 70325 ARBOMME SEASOURCE 49.00
| 60244 Aaron Thompson - Golf Lesson 20.00
L 50102 Acupuncture 25 Min Session NonMember 60.00
|| 50107 Acupuncture 55 Min Session Member 85.00
|| 50109 Acupuncture 55 Min Session NonMember 100.00
|| 50106 Acupunture 25 Min Session Member 50.00
L 70037 Adams 3wd hybrid Memec 129,00
| 50502 Adams GT 500 Graph. Men's 240.00
L] 50589 Adams GT 500 Irans 270.00
| 50552 Adams Watson Wedge Pack 95,00 ;I

-The Inventory Tab is the default tab
-HIGHLIGHT the desired Inventory ltem to be reactivated
-SELECT the 'Reactivate Highlighted Record' button

¥ I
| Reactivate Highlighted Recard |

-A confirmation Screen will appear

Confirm (2]

Reactivate this Record?

Uee | Mm

-SELECT the 'Yes' button

The highlighted record will be reactivated and will now be able to be used as normal.
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