@ PRINTER’S PLAN

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:
Default Vendor [medx v] T S ——
SKL < Vendor Spedfic Code =
< in the Service Setup window.
UPC = Universal Product Code = \
FsC « Forestry Certification Code =
Track Inventory
Minimum Level Y You can assign the Inventory
s Y Properties easily in the Inventory
eam Lilan
< Setup window. See Page 3 for
In Stodk U] \
On Order ]

Questions? Call 800-638-7526 Option One or email support@printersplan.com
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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.
r—
Home Jobs Scheduler 1 TimeTracker Services Customers AR Reports Settings s
= o
Scnzduler 2| = @3 = [%
* Printer's Plan Main Menu
Select Scheduler tab —
-------- Group By.. | @ Select Departments / All ce Setub st
= e T riday
m— Order
o | @ SelectInventory / Setup Coor 8511 - & 04
eceive
Carbonless ==y e ‘4;:3Part-8.5x11 =] o4
Cover B O 2428-1B.. Allied Building... _| Cover 65 Carnival Linen ... E 04 Selected Service
Services of Selected Job

04/11/2011 Mond.
Offset [+) @ 2411-1P.. Attman & Ass.. | _| Offset: 60% Color.85x11  [E] 04 WView History - List
Carbonless @ O 2426-1A..  Ascotlne. | | Carbonless: 2 Part . 85x11 04 View History . XML

[#) ) 2378-2F.. ABC Company _J | Carbonless:3Part.85%11 04 .
. - . . Inventory Options

Cover B O 2363-1B.. Allied Building... | _| Cover 85# Carnival Linen ... 04
Text Coated 2416-1 Fl...  Atlantic Insura... Text Coated: 80¢ Sterling ... [F] 04/11/2011 Scott

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

Listed Active Services in All Denartments

]

1 Service Properties

| — ]

! () Preflight: Preflight
(0 Bond: 202 White
f @ Bond: 20# Color
f @ Bend: 20 Coler

Proof: Proof - Email
() Proof: dex
N @ Proof: Proof < Appr —

for all services. Icons will disappear.

Click Save Changes.

Service Vend KU Minimum| Ream In On Unit / InStock | ~
Click here to set track options... A ender Level Quantity | Stock Order Cost Cost El
Esign: our | Ea
@ Design: Brochure Ea
1 ({0 Design: Business Card E=,
]
@ Design: Letterhead \
(|
e ey e Click the Service column. You will see:
i @ Design: Revisions to Art 1
= _r ‘ r"l( r'r‘( ‘r '\“ :':) "r“"]"';"d
({1 Design: Revisions to Art 2 racik Option ror All Services lista
D : Revi to Art 3 - ¢ = =
(| GESRos IMPORTANT: Your selection will apply to all Services listed.
@ Design: Clip-art
| (2 Proof: Proof 3| Select One:
@ Proof: Proof - Deliver g .
| @ Track All

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

/

@ Bond: 20# Color 85x11 xpedx 1200 M
! @ Bond: 20% White 11x17 xpedx 1380 M -
4 Close | [ Save Changes | @ Listed: 339 | 0.00

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

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

Inventory - Setup/Adju = L3 - v ¥

,? Paper [ Service Properties B @
Listed Active Services in Paper

. Service . ‘ Size ‘ Vendar kU ‘ Minimurm Rear'rl1 In ‘ On Unit ‘ InStock |«
Click here to set track options... Level Quantity | Stock Order Cost Cost
@ Bond: 202 White 85x11 npedx | 10000 500 12000 800 M 96.00 | =
Bond: 20# Color 11x17 xpedx 1840 M |
v Bond: 20# Color B .

Borit, 202 Color | o Tg track all papers, click the
) ki .
g Bond: 2P Ngite Service column.
Bond: 202 Whitey .
e To turn the option on/off,

@ Bond: 202 White - :
Band: Other click on the icon.

e You may set the inventory properties
of some papers but not required.
o Click Save Changes.

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:

e SKU: Vendor Specific Code.

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

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

e In-Stock: Current quantity you have.

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

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

The following properties are calculated:

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

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

e 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.

Questions? Call 800-638-7526 Option One or email support@printersplan.com.
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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:
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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) Inthe Job window, click Inventory button.

d) Inthe 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.

I'In\rentory' - — ﬂ‘
%Ii Order 0 Service Properties | .j MNeed Breakdown ‘ @ (7]
S 2 Ttems need 562 sheets of this paper. - SE—

i To see Items, double-click the cell or click Ordﬂ ftem] Meed ‘ oreer ‘ Cost || com
_| Bond: 202 White A\l ” 2 562 562 A 870 M 4.88
_| Bond: 20# White Need Breakdown bUtton' 1 5515 5515 4 1380 M 7610

| _| Offset: 60# Color A1l Kelly 3 10890 1160 M
_ | Carbonless: 2 Part . 1 31200 2100 M
1) Corboniess: 3 Bart You may change the Order Quantity. Y ——— % Bwwm 7
_| Cover: 652 Carnival Linen Type 0 not to order or uncheck the box. 2 656 656,777 3100 M 2033
_| Cover: 80% Beckett Cambric 83XLL Russel 1 595 =gl v 5500 M 3272
_ | Text Coated: 80# Sterling Ultra Matte 1117 Atlantic 1 5555 [ 60,00 M 33330
@ Close | @ OK --> Update 'OnOrder’ field of Services and 'Priority’ field of Job/Services You may Change the Unlt Listed: & ‘ 540.28 I

and Extended Cost.

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.

Category: Service Date Operator  Tag P |

Thursday
_ | Offset: 0% Color-8.5x11 W| [Ta| 01/06/2011 Unas...
_ | Carbonless: 2 Part . 8.5x11 | 01,/06/2011 a Scott
_| Cover 65%# Carnival Linen ... [T [Ta] 01/06/2011 § Scott
_ | Cover 65# Carnival Linen ... T 01/06/2011 § Scott

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

Wednesday
_| Offset 60% Color-85x11 [T [#] 01/05/2011 unas... MR Priority Column

In-Stock

To-Order

On-Order

.
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Receiving Inventory

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

To open this window:

e 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.

-

- — —— — —— - = B
Inventory - . = a -_— e e - T oam - - - u
ﬁ Receive [ Service Properties | [:-] Need Breakdown ‘ B @
Services Ordered (Priority marked as On-Order)

Minimum| Ream In On . Unit Extended
Category: Name Size ‘ Vendor ‘ SKU ‘ Level Quantity | Stock ‘ Ordler Ttem| Meed | Received ‘ Cost ‘ ! Cost
| Writing: 24% Classic Linen 85x11  Russell 10000 1330 2 11330 V] 3400 M 4522
| Env: Business: 24# Window White #0 Chesapeake Quantity Ordered 236 2 6 17.00 | M
_| Env: Book/Catalog: 24# Catalog 9x12 Atlantic - 10593 10593 | 4 44.50 M 471,38
@ Close | @ OK --> Update 'In5tock’ and 'OnOrder’ fields of § You may Change the Quantlty ReceIVEd @ Listed: 3 H 516.60 |
h = = ——

Type 0 if not received or uncheck the box. -

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.

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

i ™
Confirm Inventony USEd1 4 - T —— a u
'@ Writing: 24# Classic Laid Fe

Click OK to mark paper as Done and save In-Stock Now

In-Stock Was | 5,200 |
Less Quantity Used 1200 70less than estimated 1,270
In-Stock Mow 4,000
| | ok || cancel |
- o o L

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.

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

Select this from the Inventory menu to view the history of what you ordered and received.

m Inventory History

Sorted b\,-' Vendor Mame, Action Date

Vendor ActionDate Service Quantity

) Kelly 01/05/2011 - Received Offset: 602 Color : -10590

Kelly 01/05/2011  Ordered Offset: 602 Color : 10930
) xpedx 01/05/2011 - Received Bond: 20# White : -562
) xpedx 01/05/2011  Ordered Bond: 20 White : 562

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.

Organize « Mew folder =~ [ 0

) Email *  Mame Date modified Type
| Photos

| Products
| Release [}

ores
Ul XML

Sl q

. jobfiles

| jobtemplates

. otherfiles

. othertemplates | W m ]

| ,ﬁ" Inventory Orders Today.xslt 03/28/2011 12:58 XSL Transform

File name: Inventory Orders Today.xslt A ’Templa‘lﬁ (Inventory™.xslt) v]

[ Cpen |v] ’ Cancel ]

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

In this window you will set Inventory Tool options, which apply to all computers.

r A’
Options v = - — u

Inventory Options e

These options are for ALL computers

3| Which Services do you want to list in the 'Order Inventory’ window?
----- B4 Only the Services of Orders-In-Progress (uncheck to list Services of All Orders)
----- B4 Only the Services of Items-In-Production (uncheck to list Services of All ltems)

----- (reserved)

3| After checking a Service as Done:

----- Open Quantity Used window to confirm/edit Quantity Used

[j If Quantity Used is edited, update Actual Quantity and Cost of the Job

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

3| Other Options: [

J [ J
----- Sort Services by Vendor (uncheck to sort by Service Category) fl )

. — e - . Important: If checked, this
[ Save Unit Cost, if edited. IMPORTANT: This option effects pricing. Uncheck if not sure,

----- Allow ordering/editing inventory from the Job window (uncheck to preview) Opt.lon will Chang_e the default
Unit Cost of Services.

[ oc [ concd | J

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



