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Supply Chain Management — Inventory Purchase Transactions

Follow the steps below to record new inventory purchases. You must have permissions to Edit Stock Items and
Transactions in order to add new purchases to Asgard. Permissions will be granted at the request of a manager.

For assistance with inventory management, please contact support@katanasoft.com.

Step 1: From the Supply Chain drop-down, open the Stock Item List page.

File  Organization  Site  Facilities Tools  Help
Directory | AccountList Expense Search | Locations - | Assets = | Work Orders ~ PM = Projects = Inspections - || Supply Chain ~|| Cleans ~
Welcome Page ] | Stock ltem List -
Stockroom List
5 Vendor List
ASGARD Reserves Purchase Request (RPR) 3
Cperations Purchase Request (OPR) »
Add Tools Purchase Order 3

Step 2: Using the green filter bar, search for the Name of the Stock Item. Highlight the item and either double-click or
click the Edit button.

WelcomePage/StnckItemList]
Mew Stock ltemn  Associate Stockroom | Edit | Delete | Tools = |[] Show Inactive ltems Show P/Os  Acquire = | Lookup UPC:

IDrag a column header here to group by that

Needs Approval | Category Part/ltem # Qty
[m] square =
| Heather's Plumbing SqP3 Square Peg for Round Holes
|| { Heather's Plumbing | 234566 Square Toilet Seat 43
| Toilet Seat - Square -

Step 3: On the Stock Item screen click the Transactions tab, open WelcomePage | StockItemList ./ Square Toilet Seat
the New Transaction drop-down and select Purchased/Acquired.
Mame: |Square Toilet Seat | ltes
Category: |Heather's Plumbing v|
Default Cost/Unit: 40.001+ Defauit Price/Uni: | |

Stockrooms Stock Reductions Purchasing  Work Order Usage
View the Last: 1 Month -+ ||'4@ Mew Transaction ~| Edit Delete

Purchased/Acquired |
IDrag a column header here to group,
Used

Lost or Destroyed

Transaction Group | Stockroom

] Returned or Found

Transferred

Count/Reconcile



mailto:support@katanasoft.com

Step 4: Select the appropriate Stockroom. Update New Acquired Transaction
the Date if necessary (defaults to today) and add the
Quantity. The default Cost/Unit can be updated. Sockeoons: R v
Enter a Description, if desired. Date: (812203 106Pm G- |

Quanty Cos
C||Ck OK. Description:

2 New Cases|

,.-_i‘\, This kind of transaction is generally created via the purchase order system.

o= [ oK | Cancel

The new purchase will appear on the Transactions screen, and the Total Qty in Stock will update.

Welcome Page r Stock Ttem List/VSquareTniletSeat ]

Name: |Square Toilet Seat | tem/Part #: |23456'5 | [] This stock item sh
Category: |Heather‘s Plumbing v| Extemnal ID: [] Needs Approval

Defaut Cost/Unt: Default Price/Urnit: Total Gty in Stock: 149

Stockrooms  Transactions  Stock Reductions Purchasing  Work Order Usage UPCs  Log

View the Last: 1 Month ~ | 'yl New Transaction ~ Edit Delete l}
Drag a column header here to group by that column.
Transaction Group ‘ Date ‘ Type ‘ Quantity ‘ Count After Transaction | Description ‘ Cost/Unit |

» o 08/12/2015; Acquired 100: 143: 2 New Cases $40.00:

L

Note: To reference how many items are in a standard box or case, click on the Stockrooms tab and look at the

Default Units Per Order Unit.

If you received 2 Case Packs, you will need to calculate the total number of individual items. Asgard does not
intelligently calculate the total, based on the number you entered.

‘Welcome Page r Stock Item List/SquareTniletSeat]

Mame: |Sq|_|are Tailet Seat | ltem/Part #: |234566 | [] This
Category: |Heather's Plumbing v] Extemal ID: L] Need
Default Cost/Unit: Defaut Price//Unt: Total Gty in Stock: 149

Transactions Stock Reductions Purchasing Work Order Usage UPCs  Log

Add Stockroom  Edit  Delete

Low Default Diefault Default Units
Stock Qty Order Unit Gty Order Unit Per Order Unit Cost/Unit Price/Unit

<: =

Quantity ‘

£40.00; £40.00;




