
Printer’s Plan 

 

Questions? Call 800-638-7526 Option One or email support@printersplan.com 

Inventory Tool 

This optional tool is designed to help you track and manage stock and other selected Services.  

Inventory properties of a Service: 
 

 

 
  

To open this window, click: 

  
in the Service Setup window.  

You can assign the Inventory 

Properties easily in the Inventory 

Setup window. See Page 3 for  
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Getting Ready 

STEP 1: Turn Off the Tracking Option of All Services: 

The easiest method is to turn off the tracking option of all Services and then selecting the ones you want to 
track. 

 
This will open the Inventory Setup/Adjust window and list all Active (not discontinued) Services: 
 

 
 
Now, the tracking option is off for all Services. Next, you will select the ones you want to track. 

  

 Select Scheduler tab 

 Select Departments / All 

 Select Inventory / Setup  

 Click the Service column.  You will see: 

 
 Click OK to apply Track None. This will turn off the tracking option 

for all services. Icons will disappear.  

 Click Save Changes. 
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STEP 2: Turn -On the Tracking Option of the Services you want to track: 

In the scheduler window, select Paper from Departments and then select Setup from the Inventory menu.  
 

 
 
In this window you will set and/or adjust the Inventory Properties of papers. The Setup list includes all 

active (not discontinued) papers. See Options to set the “Sort Services by Vendor” option. 

Inventory Properties  
 
You may edit the following properties in this window or in “More Properties” window of a Service: 

 SKU: Vendor Specific Code. 

 Minimum Level: Minimum quantity you would like to have in-stock. 

 Ream Quantity: Number of sheets of paper per ream. Printer’s Plan will round-up the “Order” quantity 

to this. 

 In-Stock: Current quantity you have. 

 On-Order: Current quantity you have ordered but not received yet. 

 Unit Cost: This value is read from the Run Table/First Row/Material Cost Column of Service. 

The following properties are calculated: 

 Item: Number of times a specific paper is assigned to jobs and not marked as “Done”. 

 Need: Number of sheets of paper needed (not marked as “Done”) by jobs. 

 In-Stock Cost = Unit Cost x Quantity-In-Stock. In other windows, this column becomes “Extended Cost” 

and its value is calculated based on Quantity Ordered or Received.  

Tip: You may start using/testing this tool without setting up Inventory Properties. 

  

 To track all papers, click the 
Service column. 

 To turn the option on/off, 
click on the icon.  

 You may set the inventory properties 
of some papers but not required. 

 Click Save Changes. 
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Ordering Inventory 
 
In this window you will specify what and how many to order. 

To open this window in the Scheduler section:  

a) Select Departments / Paper from the List Manager, then select Order from the Inventory menu. 

b) Or, right-click on a Service Quantity field and select Selected Job or Selected Service from the popup 

menu. 

To open this window in the Jobs section:  

c) In the Job window, click Inventory button. 

d) In the Specs window, right-click on a Service and select Check Service Inventory from the popup menu. 

The Order Inventory list includes the papers that are To-Do and Priority field is not marked as On-Order or In-

Stock.  See Options to set the “In Order Inventory window, include Services of” option. 

  

 
After you click OK, Printer’s Plan will: 

1. Update the On-Order property of paper based on the quantity you ordered. 

2. Update Inventory History by adding a record for each paper ordered. 

3. Update the Priority field of Job Services as On-Order or To-Order or In-Stock.  

 
  

You may change the Order Quantity.  

Type 0 not to order or uncheck the box.  

On-Order 

To-Order 

2 Items need 562 sheets of this paper.  

To see Items, double-click the cell or click 

“Need Breakdown” button. 

Priority Column 

You may change the Unit 

and Extended Cost.  

In-Stock 



Printer’s Plan   Inventory Tool | 5 

Questions? Call 800-638-7526 Option One or email support@printersplan.com. 

Receiving Inventory 
 
In this window you will specify what and how many you received.  

To open this window:  

 Select Departments / Paper from the List Manager, then select Receive from the Inventory menu. 

The Receive Inventory list includes the papers you ordered. Priority field is marked as On-Order. 

   

 

After you click OK, Printer’s Plan will: 

1. Update the In-Stock and On-Order properties of paper based on the actual quantity you received. 

2. Update Inventory History by adding a record for each paper received. 

3. Update the Priority field of Job Services as On-Order or To-Order or In-Stock.  

 

  

Quantity Ordered 

You may change the Quantity Received.  

Type 0 if not received or uncheck the box.  
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Consuming Inventory 
 
When you mark a paper as Done, Printer’s Plan will open this window for you confirm the actual stock quantity 

used.  See Options to set the “Open Quantity Used window” option. 

  
 
After you click OK, Printer’s Plan will: 

1. Update the In-Stock property of paper based on the Quantity Used. 

2. If you change the Quantity Used, update the Actual Material Quantity and Cost of Job. 

3. Mark the paper as done. The Priority field remains unchanged.  
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History - List 
 
Select this from the Inventory menu to view the history of what you ordered and received.  

 

History - XML 
 
Select this from the Inventory menu to view the history using your own query and template. You need the 

optional XML tool of Printer’s Plan to use this feature. 
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Options 
 
In this window you will set Inventory Tool options, which apply to all computers.  

 

 

Important: If checked, this 
option will change the Cost of 
Jobs (price will not change). 

 

Important: If checked, this 
option will change the default 
Unit Cost of Services. 


