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How to Create a New Order

1)  Open FasTrax Warehouse and click on the inventory module %

Inventory

2) From the orders tab, click "New" at the bottom left of the screen

*[ New || ViewEdt || Pt | [ PintPick || Pk || Copy || Cose |

3) Select the account that the order is for, add a PO# (if available), the salesman, and the order date

. Account: - SELECT ACCOUNT - v Q
There are check boxes for if you want to T ‘
ustomer S
check for prebook for this order or if this e
alesman: Eddie

order is a damage/return order Order Dt

|_ Check For Prebooks
[] Default To Damage/Retum

Click Continue

Cancel Continue
Total Order Gty: 1 Total Order Dollars: $2.00
Total Invoice Gty: 0 Total Invoice Dollars: $0.00
5)  Click Add
[ Pick Order ] [ Print ] [RemoveZemQty's] [Standard Report '] [¥] Show Cost  [] Only Invoiced ftems
6) Enter the item number and press
enter
ftem Number: 012300112130 Find Blank Line Sale Mass Add
There are two ways to change the price of fem Detale
an item here Description: |WINSTON BX | change
’ . . . Order Qty: [4 On Hand: [637
1) Change the price list price (before = Sy
taX) Manuf List Cost: Default Price: Price List: [ ]
2) Change the price each (Ovel’all Price Each: Change PL Price: Change Promo: l ]
price inCIUding taX) Extd Price: Taxes: Tax Name: [ ]
[ Is Damage/Retum [ Apply Sales Tax Restocking Fee: (%): Apply ]
Line Notes: [ l Line #: 10 ]
Add/Update Cancel

7)  Enter the order quantity

8) Click Add/Update

9) Continue until all items are added

10) Once all items are entered click Exit
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How to Pick an Order

1)  Select the order form the orders list
FasTrax Warehouse - Inventory

[Oders | Purchasing | Inventories | Adiustments | Prebook Orders |

Fitters
Status: Account: [All Accounts v] @ [ Refresh |

2)  Click Pick from the bottom of
the page

3) From here there are two
options
a) Click in the "Invoice Quantity" box and enter the quantity for each item
b) Click "Fill* from the bottom of the page and change any quantity that does not match the ordered qty

Pick Order

Order Information

Order#: 1030 Account: 32758 - FasTrax Store 2 kems Ordered: 23 kems Picked: 23
Order Notes: I

Order Details
tem # ftem Order Qty Invoice Qty Picked Box
123 TEST CARTON 2 B
012300112130 WINSTON BX 13 13

Exit ] [ Fill | | Close/invoice | | Prnt Invoice | | Send EDI Find ftem: || FAnd

4) If the order is complete then click Close/Invoice to finish the order

The order will now be listed under the

invoiced orders tab
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5) If you are sending the invoice by EDI click the Invoiced orders tab

6) Select the order

7)  Click Send EDI

1) Once the order is picked and
items assigned a box humber; the
order will show under Delivery Route

2) From here you can also set the
delivery date

FasTrax Warehouse - Inventory
Orders | Purchasing | inventories | Adustmerts | Prebook Orders |
Orders  Invoiced Orders  Order Monttoring  Order Settings  Delivery Route
Picked Orders Fiter
Route : Picked Date Range : [ 3/12/2017_ | To [3/1772017 G~
Picked Orders
Add e Customer Name Address ay St Box D
» 1030 FasTrax Store 2 |R 6 Alpine Plaza Honesdale Pa 1234
O 1030 FasTrax Store 2 | Rt 6 Aipine Plaza Honesdale Pa 2345

fssign Delivery Date
DefveryDate:

How to Create a Purchase Order

1) Click on the Purchasing tab
2) Click on New at the bottom of the page
3) Select the vendor the order is for

4) Enter your reference number if you use
them (if not it will default to the date)

Vendor: #1 WHOLESALE 7] Q
Reference #: I I
Order Method: [Replensh ftems Sold "'l
Start Date:

Stop Date:

#DaysOflnv: |

[] Do Not Take Into Account Open Purchases
[] Do Not Calculate Tax

| Generate | | Schedue |
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5) Select the order method and enter any information that is needed for that method

Create Blank Order

List All kems From Vendor
Stop Date: Replenish tems Sold

6) Click Generate Purchase

This opens the Purchase Details Screen

a) You also have the option to set a schedule for the order to run weekly or monthly

7) Enter the part number you wish to order
8) Enter the purchase Qty

9) Click Add/Update

10) Repeat until all items are added

11) When finished click Send EDI to send your order

Vendor: #1 WHOLESALE Purchase Date:  11/19/2015 11:24:48 AM Status: Open

Last Modified By FasTrax at 11/19/2015 11:24:48 AM Reference: 11/19/2015 11:24:48 AM
Estimated Cost: $0.00

Purchase Details

Vendor Part ftem & Description éy?ud’lase Received Gty

Extd Cost

4

Description: Qty On Hand:
|_pPurchase Gty: ~ CostEach Extd Cost
[ Pint ][ Prntw/ Locations | [ Receive | [ SendEDI | [Remove Zero Gty |

© @
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How to Receive a Purchase Order

1) From the Purchasing tab select the order you need to receive

2) Click Receive from the bottom of the page

3) Enter the invoice number

Purchase Date: 11/19/2015 1:50:49 PM Vendor: #1 WHOLESALE

Invoice #: Invoice Date:  11/19/2015  [E+

4) Select the invoice date

5) There are two options to enter the received amounts
a) Click the "Set Rcv Qty To Order Qty”
b) Click inside the Received Qty box and enter the quantity received

ive A Purchase

Purchase Date: 11/19/2015 1:50:49 PM Vendor:  #1 WHOLESALE
Invoice #: Shipping:  0.00 Becalcuiate Costs

Part #

[ _Cancel ] [Set Rev Gty To 0 | [ Set Rev Gty To Order Gty

6) Once you have entered all the quantities click on the Save/Apply button

7) The order will now show under the Closed Purchases tab

FasTrax Warehouse - Inventory

Open Purchases | Closed Purchases | Purchase Montoing | Purchases Settings |

v] Q DateRange: 11/ 82015 v to 12 42015 [~ Refresh

Purchase Date Vendor Reference # Invoice #
11/19/2

50 PM # ALE

Status
9 PM Closec 123123

v 051 a0 swoene —maos wssoan

T
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Inventories

1) From the Inventory module navigate to the Inventories tab

2) Click on Inventory Definitions to create your definitions that you will do inventory with
3) Click Add

4) Create a definition name

5) Select what you will base the items from

6) Add the categories you want to include in this definition

7) Click the Save button

[y Detriion Deian— |

Definition Name:

Select fems Based On: | Prmary v

Available Primary Selected Primary
CHEWING TOBACC - l Add ]
CIGAR TEST

SIS [ AdA_
DOMESTIC BOX Add Al
DOMESTIC CIGAR
DOMESTIC UPPER
HEALTH &BEAUTY
HOOKAH TOB
LIGHTER ACC

LIGHTERS
LITTLE CIGARS

PIPE ACC

PIPE TOB CAN
PIPE TOB SLV

PIPES Clear |

m

1

St (A v Defneon [MDels < Oste Range: [ 7/ 42018 @~ | to [7122016 @~ | | Rebwsh |

8) Click on the Inventory Counts tab

Frished

9) Select your definition

10) Click Start

Click yes when asked if you want to start
a new inventory with the definition you
created. Then click ok when it says count
started.

(] [ [Coa] G [ |
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11) Click on View/Edit to enter data for the count

12) Enter your counts in the User

Qty column

If you use a hand held scanner to
perform counts then a check mark
will be in the box under Scanned

vou have.

The "Set Uncounted To Expected
Qty" will set anything uncounted
to what the Snapshot Qty says

13) Once you have entered all of the
counts click Save (Reconcile)

CHCH O RS

0

E
LR

e
CICICIC)

CHCICHD

CICHCROICHCHOT
CICHO)

_ Set Uncounted To Expected Gty | Quick Find: | kem # W, Fnd - Notes:

| Report Type: Only Show Variance kems

14) On the pop up box click Yes to
apply the counts to inventory

15) Click OK to close the box showing the inventory has been reconciled

16) Close the inventory worksheet by clicking the red "x" at the top right of the window

17) The status of the inventory count will now show finished

Inventory Counts | Inventory Defintions |

v Date Range: 11/13/2015 v to 11/21/2015 G~

iing Tobacco

Status
Finished
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Adjustments

1)
2)

3)

4)

5)
6)

7)

8)

9)

10)

11)

From the Inventory module navigate to the adjustments tab

Click New

Enter notes to help identify
why the adjustment was done

Click Find to enter the item to
be adjusted

Enter the quantity to adjust
Click Add

Continue until all items that
need adjusting are entered

Click Apply
Click Yes when asked if you

want to Apply Adjustment To
Inventory

Click OK

Adjustment Details
Employee: FasTrax Created Timestamp:  12/4/2015 10:43:38 AM
Status: Unapplied Applied Timestamp:
Notes:
ltem Details

Totals: 0 tems  $0.00 Dollars

[ oy [ P

) [ Edttem | Exit

The Adjustment now
shows as being
applied

FasTrax Warehouse - Inventory

Status: (Al v]  Employes:

Previous Adjustments

Al Employees 2 Date Range: 11/27/2015 [~ to 12/ 5/2015 (@~ Refresh

[ New ][ vewEst ][ Pt ]

Current User: FasTrax .:
—
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Prebook Orders

1)
2)

3)
4)

5)
6)

7)

8)

Prebook Orders is a way to "force out" inventory. You can set the items, the
quantity that will be sent, and the accounts to receive the Prebook.

From the inventory module select the Prebook Orders tab

Click Add from the bottom of the screen

Enter the Prebook Name, Start Date, and any notes you may want to add

Prebook Name: ‘

Start Date: | 7/11/2018  [El+v

[ Restrict Picking

[ Is Recuning For All Accounts [] Create Order

Notes:

Click Save

Close

Save

Select the Prebook and click ltems in Prebook
Enter the Item number and Sale Qty
Remove ltem From Prebook Remove All ltems From Prebook
ftem Number: Find  Sell Qty: [] Ovenide Pice ~ Ovemide Price With:

Is Recurring For All Accounts —will add
the prebook to every order for the
accounts in the Prebook.

Create Order — creates a separate order
for the Prebook order instead of adding it
to an order.

Restrict Picking — will restrict it so only
logins with the permission to “Allow
Restrict Picks” can pick the prebook
order.

[ Add item To Prebook | [ Close |

a) If you want to over ride the price, check the box and then enter the price you wish to sell the item

for

Click Add Item To Prebook

You have the option to use quantity tiers.
This allows you to add different quantity of
the same item depending on what tier the
account is set to use.

** You set the account’s tier in:
Maintenance -> Accounts -> Other

From there set the “Default Prebook Tier”
for that account.

ltem Number: Find

ltem Details

Description: |

Sell Gty: [ Use Gty Tiers

[C] Ovenide Pice ~ Qvenide Price With:

Tier 1 Gty: [ﬁ Tier 6 Qty: [:
Ter2Qty: [ | Ter7ay: [ |
Ter3@y: [ | Tersay: [ ]
Tier 4 Gty: :] Tier 9 Gty: [:]
TerSQty: [ | Tertoay: [ |

Add

9) After entering all items for the prebook click Close

10) Now click Accounts In Prebook

Cancel
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11) From here you can add individual accounts, account groups, or select all accounts

Accounts In Promo

7 mz | O ommemm

Accourt: |FTX1 v| Q [AddAccount | | Addm |
Account Group: | Alabama Stores v|| AddGrowp |

B4 Use Account's Defaut Tier  Prebook Tier: |1 | Reset Applied Status | | Remove Al | | Remove Accounts | | Close

12) Once all accounts are added click Close

After your Prebook is created, the first order that is created for an account that is in the

Prebook will automatically have the items and quantity added to their order

cceren: T 1=

Account & 32759 Account Name:  FasTrax Store 1

Order#: 740 Order Date:  12/4/2015 10:42:56 AM Sales Rep:  BOB (10) Paid
Status: Open Order Method:  Manual TEST: 125 HBoxes: 0
Order Details

ftem # ltem Description Order Qty

invoice Qty Price Each Total Price Picked
2 $2.00

For assistance, please contact Technical Support at Support@FasTraxPOS.com
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