1 Stock & Suppliers mini Guide

1.1  Getting Started with Stock

Prior to using the Kitomba™ stock module we recommend you:

1. Set your preference for the stock valuation system you will use (do this in the

Preferences section under the Admin tab). If you are unsure, we suggest you select

FIFO (First in First Out) until you discuss with your Accountant.

Create your key Suppliers (if not already done) (see 5.2)

Update your product entries. To do this go to the Cards tab and select each product

in turn and

i. Enter in the price and standard cost

i. Update the bar code information

ii. Enter in the ideal minimum and maximum stock levels
iv. Enter in the Supplier whom you normally purchase these items off.

NOTE: this is important for using the automatic ordering process.
v. Delete any unwanted/unused product or service entries. If you cannot delete
them, deactivate these unwanted entries.

4. Atthe end of a day (or at a quiet period), run the stock take report. This shows the
guantities that Kitomba™ thinks you have for your stock items. Print out the Stock
Take report and use it to record the actual stock quantities for your Stock.

5. After your stock take, but before you sell any items, create a Stock Adjustment to
record the actual quantities for all your Stock items (see 5.3).
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You are now up & running with stock!

1.2  Creating a Supplier

To create a Supplier click the Create Supplier Icon on the Cards tab and fill in their
details. The create Supplier button has an icon that looks like a supply box on it.
Suppliers can be accessed using the Customer/Supplier toggle button at the bottom of
the search window on the Cards tab.
Having Suppliers entered in Kitomba™ allows you to:
e Track which products you purchase from which Suppliers
e Book new stock into your business as it arrives from your supplier
o Generate Auto-Orders for each supplier (an Auto-Order is a separate purchase order
- suitable for print/fax/email - for each supplier for stock re-ordering).
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1.3  Creating a Stock Adjustment

A Stock Adjustment is used to adjust the stock quantity to a particular level. It is normally

performed after a Stock Take to adjust for shrinkage. To create a Stock Adjustment:

1. Click the Stock Adjustment button

2. Enter in the product code/descriptions

3. Enter in the actual quantity on hand

4. If no standard cost is entered into the Product Screen for this product, you will have
to manually enter the cost/price you want this item adjusted at.

The first time you use Kitomba™ stock you will have to create an adjustment to tell
Kitomba™ what quantities of stock you have - see 5.1 - Getting Started with Stock.



1.4  Stock Reports

There are a number of useful stock reports in Kitomba™ - these are all located in the

Reports Tab.

Product/Service List  Displays a list of all products and services. This includes
professional, retail, services and vouchers. Deactivated products
are not displayed. This report is very useful for checking details
on stock (and services) e.g., Supplier.

The following reports all begin with the word ‘Stock’:

Auto Order This displays separate purchase orders (suitable for printing/
faxing) for each supplier for stock re-ordering purposes. Only
stock items that have a Supplier identified are included in this
report.

Ordering This lists products with suggested re-ordering quantities based
upon selected criteria. Deactivated products or products with a
minimum level of zero are considered to be discontinued and are
not shown on the report.

Movement Summary This report provides you a summary of stock movements for the
selected date range (adjustments, shrinkage, internal use,
receipts & returns are recorded).

Statistics This provides you a list of all product items that have been sold
during the nominated date range. The report output can be
sorted by quantity sold, product name, gross profit, margin or
value.

Take This provides you with a list of expected product levels for stock-
taking purposes. Products can be selected by category.
Deactivated products are not displayed.

Value This shows current value of stock using the accounting method
set in the preferences section of the Admin tab.
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The simplest way to order stock is to select the Supplier you wish to order from and then
automatically generate an order. To order using this process we suggest following these
steps:

1.5 Ordering new Stock

1. View your Suppliers. To do this go to the cards tab, select the | show Suppliers |
customers tab and click on the Show Suppliers button. You can PE—
toggle between viewing customers and suppliers by clicking on | show Customers |

these buttons: (at the top of the Search window).
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2. Select the Supplier from whom you’d like to order stock (click on them) and then click

on the O icon. This WiIW‘Suppliers Order (for that supplier).
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3. A window will pop up, select the options for your Supplier's Order.
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e Min - this selects all products for this supplier which are below their minimum level
and orders enough to bring the level up to the minimum level

e Max - this selects all products for this supplier which are below their maximum level
and orders enough to bring the lewel up to the maximum, or

o Amount sold/used since - this option will base your order upon the quantities of
product you've used since a certain date (either sold or used internally). If this option
is selected a date field appears. You need to enter the date in the following format:
dd/mm/yyyy (e.g. 12/10/2005) The default is for the last month.

Once you are done Select “Create Order Automatically.”



Once you click the “Create Order Automatically.” button, Kitomba™ will automatically
populate your order with the quantities that match your selection. You can then manually
edit these quantities to increase/decrease the quantities or delete items as you wish. If
you want to go back and ask Kitomba™ to create the order again select the “O” again.
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5. When you are happy with the quantities click commit. You can then either print or pdf
the order.

NOTE:
This ordering process will only include stock items for which the
supplier has been defined. Please run the Product/Service List report
to identify which products do not have suppliers defined.
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1.6  Receiving Stock from a Supplier

To automatically receipt stock from a Supplier follow the following steps:
1. Onthe Cards tab navigate to the supplier’s order that has just arrived and click on it.
The order should appear in the right hand side of the screen.
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2. Then click the ‘Check In’ button. This will generate a Suppliers Invoice/Receipt
Stock. Then edit the Suppliers Invoice/Receipt Stock (increase/decrease quantities
lect what stock is being

received at your business.
| mCalendar E} Cards I \':-l‘} Message ij Reports | 'g Admin
Sweorees [rosiaeswcer | (5] (G| - (<8 (] ()] - [6E) [t [ - [T PllQ/|O

[ suppier Susech

e [ 58 §Suppliers Invoice / Receipt Stock
[osienss =] Butirait {17 S ryeveey 7] Ao [T rsaey S
= = [y
[Phione (s | = | Suppher ) fuiiand Documant Mo Wit
M || G Sairth st hangiralcom Dt
Hdtng Tigs. Ruferarde:
Dt Cooe T [ e By | Pres | Dwc% | Towl ||
EITECLITOFE b Ho Coel 1 LY~} LIEY >}
TN  gas paa 24
Fwtm snse #3005
[histitsesny 1 o v
Commaent Bubr Totat: | $TIT 01
Frested o GvoK GRDTATT Grvwea Wiy 67 1694 47 R 7000 Oy
GET e
Total; SR .40
Cariate Latats PDF Fret Cwirle. Commit Cancel

Upkisd Clackc Ovnrdbee > 12 sl

Once the quantities are corr ick the commit button.

To generate bar c els (with retail prices) for the stock you are checking in click
on the “generate labels” button. Then go to the reports tab - the bar codes should be
displayed on the screen. To print these click on the print button.
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To manually receipt stock from a Supplier: | Show Suppliers |

i. Selectthe Supplier. Toggle between viewing customers and
suppliers click these buttons: (at the top of the Search
window).

ii. Click the “I” button - this will generate a Supplier Invoice/Receipt Stock.

iii. Enter inthe stock items and their quantities being received

iv. If no standard cost is entered into the Product Screen for this product, you should
manually enter the cost/price you want this item to be received at. If no standard
cost is recorded on the Product file and you do not manually enter a price the item
will be receipted at zero cost.

| Show Customers |

1.7  Returning Stock to a Supplier —

To return stock to a Supplier that you have already receipted into Kitomba:

1. Select the Supplier and click the “C” button to generate a Supplier Credit Note.

2. Enter in the stock items and their quantities being returned

3. The standard cost for the product will automatically display in the Price column. You
should ensure the price is the same value as the Supplier is crediting you.

1.8 Creating a Supplier Quote

To record in Kitomba™ a Quote that a Supplier has given you:

1. Select the Supplier and click the Q button

2. Enter item(s) that are to be quoted

3. Commit (and print if desired).
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1.9 Checking Out Stock for Internal Use

To check out stock for internal use (using inside your business) go to the Cards tab and
click the check out stock for internal use button. Then fill in the products that are being
used (scan them etc). These are booked to the business at their cost value. If no
standard cost is entered into the Product Screen for this product, you will have to
manually enter the cost/price you want this item
booked to your business at.
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You can also report on s being used internally
using the Stock Movement Su ry report (in the
Reports tab).
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