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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

This is the Inventory Module. Here is where Departments, Brands, Vendors, Inventory Items, 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

-This opens the Department Manager Screen

Creating a New Department
Continue creating the new department:

-SELECT the 'New' button

-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

-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

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

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

-This opens the Brand Manager Screen

Creating a New Brand
To create a new brand:

-SELECT the 'New' button
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-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

-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

-A confirmation screen will appear

-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

-A confirmation screen will appear

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

-This opens the Brand Manager Screen

Creating a New Vendor
To create a new vendor:

-SELECT the 'New' button
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-This opens the Edit Vendor Screen

-ENTER the appropriate information
-SELECT the 'Save' 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

-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

-This opens the Edit Vendor Screen with the highlighted vendor's information already 
displayed in it
-Make the desired changes
-SELECT the 'Save' 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

-A confirmation screen will appear

-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

-A confirmation screen will appear

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

Creating a New Inventory Item
Editing an Inventory Item
Inactivating an Inventory Item
Disallowing Discounts for an Inventory Item
Making an Item Depletable or Non-Depletable
Adding Multiple SKUs to an Inventory Item

Creating a New Inventory Item
To create a new inventory item:

-SELECT the 'New' button

-This opens the New Inventory Item Screen

-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 'Save' button

The new inventory item will be created.

Editing an Inventory Item
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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-This opens the Editing Item 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 'Save' button

The changes will be made to the highlighted inventory item.

Inactivating an Inventory Item
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

-A confirmation screen will appear

-SELECT the 'Yes' button

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

Disallowing Discounts for an Inventory Item
If it is desired to not allow a particular item to be discounted, there is a flag in the New Inventory/ Editing
Item 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

-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 'Save' button

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

 

Making an Item 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

-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 'Save' 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 Item'
-If there is a check mark in the box, remove it
-SELECT the 'Save' 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

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

-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 above steps
-HIGHLIGHT the desired SKU
-SELECT the 'Edit SKU' button

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

-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
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-This opens a confirmation screen

-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 Item/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 Item/Editing Item Screen
All methods for creating sale prices for an item are found in the New Inventory Item/Editing Item 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:

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:
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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 'Save' 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 'Save' 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 'Save' 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.
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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 covered in the next chapter of this manual.

Receiving a New Inventory Item
Receiving for an Existing Item 

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

-This opens the New Inventory Item Screen

-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, qty received, etc.)
-SELECT the 'Save' 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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-This opens the Editing Item Screen with the same difference as the New Inventory Item Screen
-ENTER the appropriate receiving information
-SELECT the 'Save' button

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

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

Printing Regular Barcodes for One Inventory Item
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

-This opens the Enter a Quantity Screen

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

-Drag and drop the desired components of the barcode label onto the blank label
-SELECT the 'Save' 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 Items
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 Item' button

-This opens the Inventory Locator Screen

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

-ENTER the desired number of labels
-SELECT the 'Ok' button
-REPEAT the above 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 the 'Inv' button
-This opens the Inventory Locator Screen
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-HIGHLIGHT the department containing the inventory iten
-HIGHLIGHT the desired inventory item
-SELECT the 'Go' button
-This will open a Quantity Screen

-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 above steps for as many inventory items as desired
-SELECT the 'Ok' button

The barcodes will proceed to print at a rapid pace.
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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

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

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

-This will open a Select Sort Method Screen

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

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 above 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'

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'

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

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

-A confirmation Screen will appear

-SELECT the 'Yes' button

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