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C- Manage Item Receipts

Overview

The Manage Item Receipts function is used as a control to ensure Items are received prior to
payment being issued for them. This function applies to ltems marked in the system as Inventoried

ltems.
Use Case(s)

A shipment of (6) new Drivers and (48) sleeves of balls just arrived at the club. To ensure the
Inventory records are updated properly, and the Invoice can be processed, the Pro Shop wants to

ensure the items are received into Inventory.

Add an Item Receipt
Navigation
To Receive an Item Into Inventory:

1) Click on “Accounts Payable”

2) Click on “Manage Item Receipts”
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Manage Item Receipts

Then, click, “New.”

(2 X S © ®Q ¥

.@.

Search:
Edit Delete  Expork Refresh  Clear Filker Print Active Al Help
Date = Total Memo Fef 2n Invoice Sales Areas Deleted Yendor
07,/28,/2016 %$543.21 IR-137 vy Admin Fred's Gas Com
07289016 $100.00 IR-136 ¥ Admin Fred's Gas Compa
07(za/2016  $550.00 IR-134 v Adrmin Fred's Gas Compa
07(za/2016  $500.00 IR-133 ¥ Admin Fred's Gas Compa
07112016 $410.00 IR-131 Carlie's F&amp;B Area Phillips \ine & Spi
Header Info
Manage Item Receipts screen will launch.
Haome | Mew 3
| q
i
wendor: (s %G:ind Purchase Orders Item Receipt Mumber  IR-139
Contack: Received Date: |8.|'1.|'2015 j
Contact Phone: Shiprent Methad:  (Mone) oY 4
Vendor Address: Allacate Shipping
Terms: | (Mone) L‘QG
| Tupe | Hame Drescription < brea | F!eceived|.~’-‘-.mount | DE |
* =
Merma: Tatal: 40,00
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C- Manage Item Receipts

Enter Vendor goods are being received from. Use the Lookup Value screen to help locate
Vendor, and then select Vendor name to populate field.

Home | Mew 3

. 4
1 Y @ @
vendar: [ (Mane) ‘/ L—}“iﬁd Purchase Orders Item Receipt Mumber  IR-139

Contack: =
15 Lookup ¥alue

Contact Phone:
Search

Wendor Address: F @ Quick add

Mame: Account Mumber Phone 1

< Titleist b, TITLSO
Terms: | (Mone) @ e

Note: If utilizing the Purchase Order System, select the appropriate Purchase Order from
the list.

3y Lookup Yalue - (=] X

search: | ¥ & Quick acd

sf| Sefect All Inseect all

~Order Date * Purchase Order Number Ref Mamo
A 03/08/2016 POOO729
D5/05/2015 POOO683

System will automatically assign an Iltem Receipt Number, and will populate screen heading with

details from the Vendor Masterfile as well as items from the Purchase Order, if utilized.

Home | Mew 3

H B B8 @

Wendor: | Titleist UQ { Find Purchase Orders Item Receipt Mumber  IR-139
Contack:  (Rone) Ay Received Date: I gf1/2016 j
Conkact Phone: Shipraent Method: | (Mone) A 4

Wendor Address: PO Box 83112

allocate Shippi
Chicage, 60695-1112 ncate Shipping

Terms: MET30 UQ

|T_I.J|:|e |Name Dezcription | Area |F|eceived|f-\mount Tatal |DE |

* &
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C- Manage Item Receipts

Add Items Received

To add an Item to receive, select “Item” from the drop-down “Type” field.

Next, select the appropriate Item in the Name field.

simagu,  unuTatiiie

o Lookup Yalue 2 =
—
Terms: NET30 Search: w @ Guick Add

|Type J‘ 'lD Item Description Active F&E Item Retail Item Marme On Scr... « 1D

| b ltem | (Hone) “4) | Titeist Pra W ¥ Titleist Pro 2617
* Titleist Pro Ball Pack, W Titleist Pro Ball ... s
I ¥ ¥ Titleist Pro v 1 ... 1060

Titleist Pra 1w Logo il v Titleist Pra V1 w... 1230

Note: If receiving ltem for the first time and Item does not yet exist in the Item file, use the

“Quick Add” feature to launch the Item Setup screen.

Click, “Quick Add."

s Lookup ¥alue

Then, complete Item Set-up as appropriate.

Search: | Pro v

Item

| Y Y @

N QW Mame: | 0 ™ askFor Price ¥ Active € Frf Ttem
. ' i I hskFor 1 I™ Dont Display at POS  Retail Icem
[ Labels Description; sk For Name ont Lisplay & Pl
: Billing Ttem
@ Pictures Retail Price: £0.00 [T ask For Quantity ™ Rround OF Galf
- [@ paint of Sale " v [ Credit Book Eligible
Member Price: 0.00
&) Button Style ™ Inventoried Item ™ askFor Guest
(&} Print Configuration Item Categary:  Misc Taxabls 4 [~ Track Countdown ™ Tax Inclusive
o )
&y Modifers Qy On Hand: [ Daily Special
i
E C:;f:ar Average Cost: 40,00 [ Auto Increment Seat
™ Auto Increment Cover ™ Allow Fractional Quartity & Price
[~ Disable abilty to discount
Sales Account: (Mone) Lﬁh i

Comp Account: | {Mone) L



C- Manage Item Receipts

Once ltem exists, and has been selected in the Name field, Description field will
auto-populate. This field may be edited if desired. For instance, Description could be

overridden to indicate these balls were ordered as part of the Spring Shipment.

Default Description:

|T_I,I|:|e |Name L P_e Criokiom

bF ltem Titleigt Prof 1 Sleeve 100011060: Titleist Pra ' 1 Sleeve ) [

*
Edited:
|T_l,l|:|E: |Name - I’DF- crintinm -
M7 ltem  Titleist Prod 1 ’Siaix_fe/’*ﬁpring Shiprend J
*

Next, select appropriate sales area if more than one Inventoried Area exists for the Club.

st Lookup ¥alue /e
Search: | qolf , k4 ¥ Quick Add

(—gu. Marne 4 Descripkion
sSChption Area | Recei

aning Shipment

Then, enter the appropriate received quantity and unit amount. Total field auto-calculates.

|T5J|:|e |Name i |Description |.f-‘n.lea |Heceived|hmnunt |T0tal DE |
FE ltem Titlgist Pra’' 1 Sleeve Spring Shipment Golf 48 $9.25 $4d4.00! [F
* &

Line will automatically turn yellow if entered amount is outside of the system set variance, and

will turn yellow for all new items.

%0 hem FroViTieistV1X  Spring Shipment

p.6



C- Manage Item Receipts

Note: The Cost Variance Percent setting can be adjusted in System Settings.
Select, “System”, “System Settings.”

® Clubessential Dffice: Clubsoft Acceptance Server

File  Accounts Payable Ewents Employees  General Ledger  Guests Guest Rooms  Membership  POS || Swstem || Help

Transaction Search: Q Go To Club Website @ Help wideos 2 Supg (5 System Settings
- 5 Address Categories
Accounts Payable « 5 System Settings ¢ 8 Manage Ikems e Manage N 2 {6 g @
Zy  Areas

@B Manage vendors | —-f ‘-3).’\

Choose “Accounts Payable.” Then, within the Inventory section, adjust Cost Variance
Percent to desired level.

25 System Settings ¢ OManage Itel

| | ‘@) ¥ Enable Multi-Location Inventory
1 &

Defaulk Inventory Area:  Golf

Q,

Gost Wariance Percent: a0

[2] Accounts Payable

T LT T e T e

Irventory Label Report:  DAM Test David.rpi

Browse. ..
P

3 Employes ™ Require PO selection for item receipt

Al S P Cmbbim

More Items may be added to the receipt as needed.

Allocate Shipping

When all Items are added, and shipping costs need to be allocated to the Items, click the
“Allocate Shipping” button. Then, enter total amount of shipping, and click, “OK."

Yendor: | Titleist d

Find Purchase Orders Item Receipt Mumber  IR-140
Conkact:  (Mane) 4 Received Date: I af1/z016 vl

Contack Phong: Shipment: Method:  (Mone) d ®

Yendor Address: PO Box 88112

Chicagn, 60695-1112 Allacate shipping

Terms: MET30 4
|Type |Name 4| Degcription fiea |Heceived|Am0unt |Total |DE |
Item Titleizt Pro 1 Sleeve Spring Shipment Golf e 40 0F eadd nn B
— 55! Enter an Amount x
p ltem Titleist Welocity Sleeve 100011057: Titleist Velocity Sleeve Golf
* $22|00 :)
A
Mema:

Takal: $2,094.00
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C- Manage Item Receipts

If system cannot divide shipping cost evenly across number of items, warning message will

appear. Click, “Yes” to continue.

[T IE— fuiTy AN 0 A PR R R aTa i ek

3
Uneven Allocation

[0] Unable ko allocate shipping evenly, There is & ($0,14) cent difference, You will need to manually add a line item to account For this discrepancy, Continue?

Mo

Adjust quantity of a received item down by one unit. For example, originally, 48 sleeves of
ProV1's were received. Change quantity on original line to 47 by clicking on the Received

amount and editing.

| Tupe | Hame 4| Dezcription firea | Received | Amount Total | DE |
kE lbemn Titleizt Pro® 1 Sleeve Spring Shipment Golf 43 $3.35 44880 [
. Item Titleist Yelocity Sleeve 100011057: Titleist Yelocity Sleeve Golf E $27789 $1E67E
" 72

After tabbing through the Received amount, Total cost will recalculate based on the revised

quantity.
|Ty|:ue |Name 4| D escription frea |F!eceived | Amount Taotal DE |
EE lbem Titleizt Pro* 1 Sleeve Spring Shipment Golf 47 $3.35 $43945{
Item Titleizt Welocity Sleave 100011057 Titeist Welocity Sleeve Golf 5] 3277, $16673 #
* ~

Then, add the Item back at the adjusted cost of the Original Price plus the Shipping Difference
(89.35+$.14 = $9.49.) Total Quantity of sleeves remains 48, and shipping is fully allocated.

| Type | Mame s | Drezcription |.-’-‘«rea | Received | Amount | Total | DE |
Ibenn Titleist Pra’' 1 Sleeve Spring Shipraent Gnlf 47 $3.35 443945 &
Item Titleist Velocity Sleeve 100011057 Titleist Yelocity Sleeve Golf [ 27789 $1EEF2
b (tem Titleist Pro'y 1 Sleeve 100011060: Titleist Pro ' 1 Sleeve Galf 1 $9.49 $5.49 F
|2 - __#88 D
* o
Mema: Tatal: $2,116.28
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C- Manage Item Receipts

Memo Field

Populate the Memo field (if desired) with additional reference information, such as the Invoice
number, or a special note.

Merno: @Id one For Mr Smith - Invoice #123543)] )

Save, Close, Print

When complete, click, Save and Close.

IWNEW
B B

Upon the “Save and Close” function, if cost variance still exists (yellow lines), system will provide

warning. Click, “Yes” to continue, or investigate and edit as required.

| Avcrage Cost Warming

‘ o Oine or more entries have an item cost variance that & grester than the system setSings marming percent. dre you sure you wish to contirue?

Print Inventory labels if desired.

Print Labcls?

Wiaukd you ke o prnt nvenbory lehels for receieved [lers?

] [

Upon save, new ltem receipt appears at the top of the Item Receipt grid.

2 XH S © WD Y O -
Hen Cdt Deete Caport Refesh CearFills  Prnt Acthe (Al o
I\'m e [tew Recept Date = Total M=no

Titheist 04/23/2016  $2.116.28 Hold one for Mr Smith - m:mD
o TS R
B 0408 /20 L6 §158 99

™ 03/23/20 16 $457 50
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C- Manage Item Receipts

Print Item receipt report by clicking on the Item Receipt, and then clicking the “Print” button.

Fien Cdt D=ete Cxport Refesy  Cear Fift=r e
Veroor hame *  [em Receiot Date ~ Tatal
Titlest 04/23/2016 $2.116.28

If desired, print, or export report to Word, Excel, or pdf format.

some TiestR-1026 [Repert) X

Beport Sattrge: | (Defaul) * o saecurnentsettngs ) ol 4 “ake Publc | ) Setuo Emad Delvery
Ty Recript- [iR-2026 -
H 41 ofLbF H | = * .a;l.hb-| W% - Fire | hext
vendor # A = Item Receipt
LEIST / lem Rocelpt #
IR-10
- 26
T 1 Item Receipt Date
PO Box 88112 i
Chicago, Il 606951112
ITEM DESCRIPTION [ QrY|  UNIT COST AMOUNT
Pro V1 Spring Shipment 4T §9.35 $439.45
925 Ttlerst Dver 00013752 925 Tthesst Drveer ] 2 e §1.667.34
Pro V1 200001 Pro V1 TitleistAV1 X 1 §9.45 §949
Total 52 116.28
[T




