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SYSTEM OVERVIEW

Introduction

The Keystone Inventory System is an inventory tracking and reporting application in
the Keystone software suite. It reports all aspects of inventory, from ordering, through
receipts and/or production of materials. It interfaces to the ticketing and billing
system to relieve quantities sold.

The Inventory module also features a very powerful tracking capability, allowing
inventory levels to be precisely determined, including retroactively. Inventory no
longer must be counted or entered during off-hours.

Inventory reporting can also report discrepancies and can be used to reconcile on-hand
counts. It can even generate General Ledger activity for posting to the General Ledger
for lost materials.

This manual contains a“Key Concepts’ section. Understanding these conceptsis
vitally important to maintaining correct inventory counts. Please read this section
thoroughly, and if a point is not very clear, please contact your GivenHansco
Representative for further clarification.

Itiscritical to maintain an audit trail of inventory transactions. After an inventory is
taken, file the count sheets. These sheets may become important in reconciling on-
hand quantities | ater.
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Key Concepts

Foreword

Please read the following section car efully! The entire Inventory system is based on
these key concepts. Attempting to use Inventory without a complete understanding of
them increases the likelihood of inaccurate data.

Transaction Based Recording

All inventory activity is transaction based. If there are 20 sales of a product in a given
day, 20 transactions are recorded in the database. During reporting, these transactions
can be displayed in a summarized manner (one entry for the day, containing atotal of
all 20 sales), or in adetailed manner (showing each of the 20 sale transactions).

Troubleshooting and adjusting is dramatically easier asaresult. Transaction-based
recording allows inventory to correctly identify the precise date and time of each
transaction.

The order in which transactions are entered isirrelevant. A transaction dated March
30 can be processed before a transaction March 1, so long as the date is accurately
recorded AND a physical inventory has not been conducted (see below).

Transactions include the following:

Sales

Purchase Receipts

Production Receipts

Misc. Inventory Transactions (adjustments)
Physical Inventory Counts

Time Stamping

All inventory transactions are time-stamped; allowing the system to maintain accurate
counts regardless of the order of their entry, provided the correct date and time is
specified. It isimpossible to overstate the importance of this concept:

Misdated transactions will cause unreliable on-hand counts.

Once posted, the transaction will make appropriate adjustments instantly. 1f the on-
hand quantity is incorrect because material received yesterday is not in the system,
simply backdate the material received and the on-hand quantity is corrected.

Thetime of atransaction isasvital asthe date. A transaction dated at 5:00 (5:00am)
takes place prior to the business day, where 17:00 (5:00pm) takes place after.
Incorrect times would result in incorrect counts throughout the day.

It is possible to leave the time the time field blank. Thiswould result in a default of
00:00 (midnight, the start of the day). However thisis NOT recommended as it can
unnecessarily complicate troubleshooting and adjustments as well as throwing off on-
hand counts for that day (see above example).
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Physical Inventory

Physical inventory entries are not to be made lightly. Their impact to the systemis
very significant and must be thoroughly understood to avoid problems.

Physical inventory sets a basdline for the on-hand count. Thistellsthe inventory
system where to begin when calculating counts. |f a sale transaction pre-dates a
physical inventory count, its value will not affect the count.

Thisisadesired result. It allowsinventory to be conducted during business hours. If
a count takes place at noon, sales at 9:00am shouldn’t adjust the count, while sales at
3:00pm should.

However a mis-dated or mis-timed physical inventory entry can cause catastrophic
results. For example, if an inventory count took place at 5:00pm on March 3, but was
dated on March 1, then several days worth of sales would be incorrectly deducted
from the on-hand counts.

Similarly, an adjusting entry that pre-dates a physical inventory entry will have no
effect on the count. If aninventory count took place at 5:00pm on March 3, an
adjustment dated March 1 would have no impact on counts, because the baseline value
is set from the most recently dated inventory count.

See Appendix A — Troubleshooting for examples and additional information.

On-Hand Counts

On-hand inventory counts are not a single value stored in the database. Instead, they
are calculated as needed.

Thefirst step isto get the most recent physical inventory count. Once that valueis
found, all transactions prior to that date and time are ignored.

Next, al activity since that point (sales, received products, etc.) are taken into
account.

A fina adjustment is handling the tickets that have yet to be invoiced. At Keystone
ticketing workstations, the On-Hand Inquiry function includes these unbilled
transactions to report the most conservative on-hand.

Inventory reporting on the other hand gives the user the option to include or exclude
these unbilled tickets.

Diagnostics & Adjustments

Time stamping makes the timing of corrections more critical. If adjusting entries are
required, they must be carefully time stamped to have the desired impact.

For that reason, it isimportant NOT to leave the time field blank. A blank time field
indicates 00:00, meaning the beginning of the day. If acorrecting entry is required
and it must precede the entered transaction, it would not be possible. The correcting
transaction would also have to be stamped at 00:00. Under the right circumstances,
this could create problems.

If corrections are required to a physical inventory count, the preferred method isto
simply re-key the transaction, using a time stamp of one minute after the original
(incorrect) entry.
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Data Flow

Product Data

Product information is entered and maintained under the Accounts Receivable File
Maintenance Menu. All product-based information is entered here, including costs,
product type, location, and vendor information.

Material Ordering & Receipts

Asorders are entered, they are recorded for display to allow other users to see pending
orders and projected on-hand quantities.

As products are received or produced, the on-hand quantities are updated and pending
order quantities reduced.

Raw Materials Usage

Raw materials (sand, stone, cement, etc.) are relieved from stock when the mixes
containing them are batched. See the Product Setup section for additional
information.

Sales Transactions

Whether via Keystone ticketing or importing data from a third party system, inventory
will relieve on-hand quantities as appropriate.

Miscellaneous Inventory Transactions

Adjusting entries can be made for waste, damage, theft, etc. These entries adjust on-
hand counts and can optionally be set up to generate the appropriate General Ledger
activity to represent the transaction.

Physical Inventory Entry

Physical inventory counts are entered based on each operation’s needs, whether it be
weekly, monthly, quarterly or annually. Discrepancies between calculated and actual
on-hand quantities are shown during data entry, so anomalies can be investigated.

Reconciliation

Inventory Reconciliation generates General Ledger activity and reports detailing
discrepancies between calculated and actual on-hand quantities.
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System Startup

In order to get your Inventory system started in correct alignment with your other
applications, there are some special steps to take when you first get your system up
and running.

1. Review your current product codes. Arethey easily understood? Are they
concise? Arethey structured logically? Do you have multiple plants? Are your
product classes split according to your reporting needs? Your GivenHansco
Installation Consultant is available to answer questions and offer advice

2. Gather information about your products. Review your current costs. Thisisalso
an excellent time to evaluate your pricing policies, product descriptions and
minimum quantities. What product codes are obsolete? Can some be merged?

3. Compilethe mix designsfor all your concrete products and enter them into the
Components section of Product Maintenance.

4. Contact your GivenHansco Installation Consultant to discuss strategies on
entering your product codes into the system. We can offer advice on different
strategies for coding and grouping your products.

5. Review for accuracy. Once a product has sales history, the product cannot be
deleted. It isavery good ideato review data for accuracy prior to going live.
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Product Setup

Before inventory functions are available,
products must be flagged for tracking within
Inventory.

Thisisdone in Product Maintenance. Choose
the product and change the STOCKED flag to
“ YH i

Thisisalso an excellent time to identify the
Reorder quantity as well as the Standard Cost.

If you do not see the STOCKED option,
please contact GivenHansco Support at 800-
548-9754.

Product Components

While concrete itself is not a stocked item, the
raw materials (components) are.

Entering the mix design into Keystone offers
severa significant advantages:

1. Automatically relieves on-hand quantities
of the ingredients used in the mix.

Note: Quantitiesarerelieved based on
TARGET weights, not actual batch

weights.

Daily usage reports are available during
ticket import.

Unit Cost of the mix is easily calculated
and recal cul ated without additional data
entry.

If you do not see the COMPONENT S tab,
please contact GivenHansco Support.

—laix
File Edit Help
Product Id IBLEH Vl [T Inactive |
Description | HALF BLOCK Sales GAL (400000 b
j=t P 1.0400
Plantld |02 |  HARTFORD Std Cost .E500
Product Class |BL  w|  Block Brick Std Dizcount |
LA [EA j Average Cost 0.65
Tanable |7 | Stocked ﬂ Last Cost 0.65
Auto Gty [N =]
Product Type |Other j Price Rollup m Dizpatch Expart m

Invertory | History I Components I B atch xref I Lty Prices I HMise Infol Hates I

Oty onHand 1137 Last Received 114172005
Location Gty Uit Cost of Sales G/L ad
‘wieightALnit Inwentary G/L o
Fieorder Oty 1000.0000 Cube/Unit A7P Clearing G/L >
el Oty On Order
F3| Delete | Fl2| Print | F2| OK | Lanice| |
Product Maintenance Screen
il
Fil= Edit Help
Product I1d |3U33A Vl [ Inactive ‘
Description | 3000 PSI 3/8" Stone w/' Air Sales G/ |4000.00 -
List Price 82.0000
Flant |d i Std Cost 40.0363
Product Class |C0 ¥|  Concrete Std Discount
L |C j Average Cost 0
Tarable |7 w Stacked [N Vl Last Cost O
Auto Dty [N I Default Dy
Product Type |Other j Price Rollup [N Vl Dispatch E=port IN Vl

Inventory' ﬂistoryl Companents |Falch§ref| Gty F'ric:esl Misc Infol HMotes I

Product Id |Camp Description [U#M |Sequence | Oty per Unit] «
L ICEMENT Type | Cament e 1 526.0000
|_|1385TONE 3/8" Stone L 2 1E75.0000
|_|ICONSAND Concrete Sand LB |3 1415.0000
|_|wATER i ater GL 4 2500000
| 1alR Air Ertrainment 0z 5 1.4000
IWATRED “water Reducer 0Z & 21.2000

LI

F3| Delete | F12| Print | F2| oK Lancel

Product Components Screen
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MENU OPTIONS

Menu Navigation - Inventory Control

= | reventory Control
- Purchagze Beceipts

- Production Receipts

- Mize. Inw. Tranzactions

- Phpgical lnventary Entry

- On Order Maintenance

- [rventomy Beguirements Report
- [rventomye Status Beport

- |Fventony Y aluation Fepaort

- Phpgical lnventary Woark, Sheets
- Product Tranzactionz Report

- [rventony Batch List

Menu Overview

Purchase Use this option to enter receipt of materials ordered from
Receipts vendors.

Production Any manufactured products are updated with this option.
Receipts

Misc. Inv. This option is used to make adjusting entries to on-hand

Transactions

quantities. Thisis most typically used for damaged, lost or
stolen products.

Physical This option is used to enter physical inventory counts.

:Enventory Inventory can be entered at any point. Thereisno need to shut
ntry down other Keystone functions during inventory entry.

On Order Use this option when placing an order. Asmaterialsare

Maintenance | recejved, they are deducted from the outstanding order quantity.

Inventory This report is used to project inventory needs.

Requirements
Report

Inventory This report is used to show the current state of the inventory,
SatusReport | ncluding historical reporting, comparisons to minimum
guantities and oversold materials.

Inventory This report calculates the inventory value, based on criteria

Valuation selected within the report.

Report

thg cal Inventory count sheets are printed from this option. It can be
nventory run in avariety of ways to generate counting worksheets.

Work Sheets y Asiog 9

Product Thisreport is diagnostic in nature, used to investigate

Transactions | discrepancies or track movement of a product.

Report

Inventory This report generates alist of al pending (unposted) inventory

Batch List

transactions.
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Purchase Receipts

Purchase Receipts are entered into the system

in batches.

A batch is any grouping the user chooses so
long as all materials received in the batch are
to be recorded in the same accounting period.
(Example: January receipts should never be
entered in the same batch as December).

Users may choose the Batch Id, which can be
reused after posting. Typically, the Batch Id
isthe receiving date to avoid conflicting with
other unposted batches. Multi-plant
operations often add a plant suffix as well.

Recurring Batches

Inventory offers support for regularly
occurring purchase receipts. Batches can be
set up once and then applied many times.
Thisis most frequently seen with standing
orders. To establish a batch asarecurring
batch, check the box.

These batches can be set up with regularly
occurring receipts.

Once a batch is established as a recurring
batch, it cannot be posted. Instead, changes
to the batch are considered changes to the
master copy.

When you bring up arecurring batch, you
will need to tell the system whether you are
editing the recurring batch (the master copy)
or creating a batch for posting.

To create a batch for posting, click NEW
BATCH to create a transaction batch.

Once atransaction batch is created, it will

appear with a-TO1 suffix. Thisrepresentsthe

number of open occurrences of this batch.

At this point, any changes made to the batch
will be in effect for this posting only. For
variable transactions, generate the posting
batch first and then apply your changesto it
before posting.

10

=101 x]

File Edit Help

Batch Id |11D1-TD1 vl

¥ | Fecuring Bateh Date Entered 117242005

Date Received |11.-"1 /2005 El

Description I

Product Id IDescription IUz’M I Date Flc:vdl Time: Hcvdl Oty Flcvdl Unit Cosll Total Cost I;
|#[BLEH £"HALF BLOCK EA 11/41/2005 %00 500.0000 .B500 325.00
|_|BLEHH E" HALF HIGH BLOCK. [Bx4x16] E& 11/1/2005 %00  500.0000 .B7an 435.00

-
4 I I 4

ﬂDeIetel Fl2| Print | F2| Save | Post | LCancel |

Purchase Receipts Screen

Purchase Receipts - GH Materials

File Edit Help

Batch Id |'|1EI1 vl [~ Recuring B atch
Date Received |'|1-"| 42005 EI D escription ||

Recurring Batch Option

This is a recurring batch.

2

-
lick. EDIT to make changes ko the recurring batch,

Click MEMY BATCH ko create a new batch which can be posted,

Edit |

Recurring Batch Confirmation

Purchase Receipts - GH Materials

File Edit Help

Batch Id |11|:I1-T|:I1 vl
Date Received I'l 14142005 EI

Posting a recurring batch

¥ Eecuring Batch

Dezcrption ||




Keystone Accounting Inventory

RI=
Data Entry Hle Edt tolp
Batchld I‘I‘ID‘I T vl ¥ | Recuring Batch Date Entered 117252005 |

The Purchase Receipts screen has two
sections. The left section is devoted to the Date Received [11/1/2008 B Descipton |

recei pt of the prOdUCt. The date, time and Productld | Deseription [u_ | Date Rovd | Time Rcvd| Gty Rovd|  Unit Cost| Total Costf«
quantlty received and cost are a” key fleIdS |M{BLEH B HaLF BLOCK. E& 114142005 5:00  500.0000 .E500 325.00

|_|BLEHH E" HALF HIGH BLOCK. [Bxd«16] EA 11./1/2005 .00 5000000 8700 435.00,
Some basic costing information appears on
theright half of the screen. If thereisaunit
cost available, it may be entered. The total
cost is then derived by multiplying the
guantity times the unit cost. | |
If there are additional charges (delivery, fuel,
etc.), an dternative isto enter the total cost
from the invoice amount instead. The unit
cost isthen calculated automeatically by AN _.|—|
dividing the total by the quantity received. F3lpeis | Pt | Rlsave | Post | Concel |

Purchase Receipts Product Entry Screen
—lofx|
Cost Lookups Hle Edt tolp
The r|ght %Ction Of the screen Contai ns Batch Id |11D1 -Tm vl ¥ | Recuring Batch Date Entered 1174242005 |
costing information. Thisinformationis Date Recsived [11/1/2005  E]  Descrption |
generated automatlcally and dISplayed to UM | Date Revd| TmeRcvd| Gty Revd|  UnitCost| TotalCost| AwoCost] LastCost|  StdCost| =
ma user in S)Ottl ng inaCCUraIe information 412 1141742005 500 500.0000 .E500 325.00 0ES 0 0
' | |EA 11412005 .00 5000000 8700 435.00 nar 0 1]

When the batch is posted, a report (indicated
below) is generated to provide an audit trail
for the inventory transactions.

K1l _I_>ILI

HDeIetel FI2| Print | F2| Save | Post | LCancel |

Purchase Receipts Cost Lookup Screen

11/2/2005 3:12:44 BM A/R Inventeory Batch List Dage 1

Program: AREMIPR Company: GE Materials Session: 714 HIT

In Sequence By Batch Id
Durchasze HReceipts Batch Register

ek Posted On LL/2/2005 «wW

Product Id Descripticn T/M
Oty Oty Unit Total
Trx Date Time Received Issued Cost Cost
BL&H &" HALF BLOCK EA
L/1/2005 4:00 T05.0000 S00.0000 0. 6500 325.0000 1205.0000
BL6HH &" HALT GH BLOCK (6&x4xlé) EA
11/1/2005 4:00 521.0000 S00.0000 0.8700 435. 0000 10ZL.0000
Batch Id 1101-T0l Totals: Logo. o000 T&80.0000

1
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Data Entry Fields

Field Name Description / Usage

Batch Information

Batch Id This Batch Id isany field the user chooses to use to separate this group of invoices from
another group of unposted invoices. It can be alphabetic or numeric characters. A Batch Id
can be reused after posting. A Batch Id must be 10 characters or less.

Date The field contains the default date of the material being received. Thisvalue can be
Received overridden on each line if needed.

Description Thisisadescription of the batch. For short batches which will be posted quickly, it is not
necessary to fill inthisfield. Itisespecially useful to fill inthisfield for recurring batches.

Product I nformation

Product Id Enter the Product received here. Y ou may do alookup of all stocked products by pressing
the <F4> function key and entering the first few letters of the product description.

Description | Thisfield is the product description and is filled in automatically after the Product Id is
entered.

U/M Thisfield contains the product’s unit of measure and isfilled in automatically after the
Product 1d is entered.

Date Revd Enter the date the material entered on-hand stock. Thisfield will default to the batch’s
default, but can be overridden on aline-by-line basis. Due to the transaction-based nature
of the Inventory system, thisdateis critical for accurate counts.

Time Rvcd Enter the time the material entered on-hand stock. If Ieft blank, the time will default to the
start of the day entered in the previous field.. While thiswill not cause problems, it isnot a
recommended practice, asit makesit impossible to pre-date another transaction to it if
necessary.

Qty Revd Enter the quantity entering on-hand stock. If an order was filled incompletely, only enter
the amount received, not the outstanding order amount.

Unit Cost If there is a per-unit charge, it can be entered in thisfield. Once entered, it will multiply the
guantity received by this value and generate the Total Cost value.

Total Cost Thisvalueis derived by the system automatically. If the invoice contains additional
charges not included in the unit cost of the material (eg: Fuel surcharges, etc.), then simply
enter the invoice amount in this box and the system will derive the unit cost.

Avg Cost Average Cost isa calculated value, taking the average cost of purchasing this material from
the purchase history.

Last Cost Thisvalueisthe cost entered the last time this product was purchased.

Sd Cost Thisvalueis set by the user in Product M aintenance.

12
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Production Receipts

Production Receipts is used to add inventory =1ol x|
which is manufactured (ex: precast). BRI 1
Batchld |11D4 vl [~ Recuring Batch Drate Entered 1142372005
In addition to increasing the on-hand quantity »
Of the manufactured product, PrOdUCtion I;late Produced I;‘IM!ZDDS El Desc:n;:tlon II I I I I
- Product |d Description LM Date Prod|  Time Prod Old0/H| Produced| Mew O/H
Rece;ptts Ca?t?l-]ﬂ) decre::tse_g;e ngdﬁgdt ﬂ SEPSO0 SeplicpTank - 500 GA& E& 11/4/2005 1200 0 1.0000 1
quantities of the raw materials n (o}
manufacture the product.
In the example to the right, a 500 gallon
septic tank was produced, and added to
inventory.
If the concrete mix is specified under the
Septic Tank’s components, AND the mix
design has its components listed (sand, stone,
cement, etc.), the on-hand quantities of these
materials are reduced automatically.
F3| Delete | FI2| Print | F2| Save | Post LCancel

Production Receipts Screen

Data Entry Fields
Field Name Description / Usage
Product Id Enter the Product received here. Y ou may do alookup of all products by pressing the

<F4> function key and entering the first few letters of the product description.

Description Thisfield isthe product description and isfilled in automatically after the Product I1d is
entered.

U/M Thisfield contains the product’s unit of measure and isfilled in automatically after the
Product 1d is entered.

Date Prod Enter the date this product entered inventory. Due to the transaction-based nature of the
Inventory system, this date is critical for accurate counts.

Time Prod Enter the time that the product entered inventory.

Old O/H The current on-hand quantity is displayed here.

Produced Enter the quantity of finished products produced.

New O/H After entering the Produced quantity, this field contains the new on-hand quantity.

13
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Misc. Inventory Transactions

Inventory receives transactions from physical
count entries, purchases, sales and

=1olx|

I~ Recuriing Batch

production. These transactions are logged

automatically.

Thisoption is used to adjust inventory levels
due to non-billing related transactions (eg:
breakage, loss, theft, etc.)

In the example to theright, at 11:52 on 11/3,
we discovered 5 broken 6” regular blocks.

Batchld [1103 et

Date Entered 114272005 |

Trans. Date |11/3/2005 B

Descrption |

|Product 14 |Deseription U | TransDate| Trans Time| 0 0/H]| Retuned

Issued | Mew D/H [ Offset G/ Aot |

ﬂELEF\ 6" BLOCK REGULAR E& 11/3/2008 11:52 635 5.0000 630

F3I Delete | FI2| Print | F?| Save | Post

Cancel

Misc. Inventory Transactions Screen

Data Entry Fields
Field Name Description / Usage

Product Id Enter the Product here. Y ou may do alookup of all stocked products by pressing the <F4>
function key and entering the first few letters of the product description.

Description Thisfield isthe product description and isfilled in automatically after the Product Id is
entered.

U/M Thisfield contains the product’s unit of measure and isfilled in automatically after the
Product Id is entered.

Trans Date Enter the date of the transaction here. Due to the transaction-based nature of the Inventory
system, this date is critical for accurate counts.

TransTime | Enter the time of the change.

Old O/H The current on-hand quantity is displayed here.

Returned Enter the quantity returned (ADDING) to the on-hand quantity..

I'ssued Enter the quantity issued (SUBTRACTING) from the on-hand quantity.

New O/H After entering the Returned/I ssues quantity, thisfield contains the new on-hand quantity.

Offset G/L Inventory can generate G/L transactions for your system using thisfield. Thisfield

Account represents the offsetting G/L account for the inventory transaction. For example, if you are
issuing 5 products from stock due to theft, you would enter your G/L expense account
number here. Keystone would then CR the inventory account and DB the expense account.
Conversely, if material was being returned to stock, it would DB the inventory account and
CR the account specified in thisfield.
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Physical Inventory Entry

Each physical inventory must be entered into =lolx|
Keystone to establish accurate on-hand ach1d ] Dackriced 11272005 |
counts. Date Courted [11/30/2006 B Deseiption |

Inventory may take placeat any time. A key }lFloductld | Description |um | Datecnid| TimeCrtd| OnHand Count|  Variance [Offset G/L et |

strength of Keystone is the ability to conduct
inventory while the businessis open.

Owing to the time-stamp, Keystone can easily
identify which sales affected the counts and

which did not.

For example, if a product was counted at
noon, Keystone will not decrease the on-hand
to reflect a 9:00am sale, but will decrease the

on-hand count for a 2:00pm sale. Fipeer | relpin | relgae | pou

LCancel

Physical Inventory Entry Screen

Data Entry Fields
Field Name Description / Usage

Product Id Enter the Product counted here. Y ou may do alookup of all stocked products by pressing
the <F4> function key and entering the first few letters of the product description.

Description Thisfield isthe product description and isfilled in automatically after the Product Id is
entered.

U/M Thisfield contains the product’s unit of measure and isfilled in automatically after the
Product 1d is entered.

Date Cntd Enter the date of the physical count here. Due to the transaction-based nature of the
Inventory system, this dateis critical for accurate counts. Any sales transactions prior to
thisdate will NOT deduct from the on-hand.

Time Cntd Enter the time of the physical count. It iscritically important thisinformation is recorded
on the count sheets, as any sales transactions prior to thistime will NOT deduct from the
on-hand.

On Hand The current on-hand quantity is displayed here.

Count Enter the physical count in thisfield

Variance This calculated field shows the difference between the theoretical on-hand and the actual
physical count.

Offset G/L Inventory can generate G/L transactions for your system using thisfield. Thisfield

Account represents the offsetting G/L account for the inventory transaction. For example, if the
variance is 10 units, you would enter your G/L expense account number here. Keystone
would then CR the inventory account and DB the expense account. Conversely, if material
was being returned to stock, it would DB the inventory account and CR the account
specified in thisfield.

15



Keystone Accounting Inventory

On Order Maintenance
This function is used to record orders placed

for more product. Asorders are received, the He it teb

16

total ordered quantity is automatically
decreased.

Thisisauseful function, especially for users
who may rely on the On-Hand Inquiry
function of ticket printing. Itisnot a
requirement to use the Inventory system
however.

In the example to the right, the Quantity on
Hand is410. The Reorder Quantity listed
below it is 2000, showing the user that 1590
more blocks are required.

In the highlighted box, the user entersthe
amount of the order at the timeit is placed.

Note: Entering a value on order DOES NOT
increase the on-hand quantity. Thisonly
takes place when the products are entered in
Purchase Receipts.

gl x|
Product I1d IBLSHH Vl [ Inactive |
Description |8 HALF HIGH BLOCK. Sales GAL [4000.00 |
List Price 1.5100
Plant |d |02 | HARTFORD Std Cost 8500
Product Class |BL | Block Brick Std Discount
U |EA j Average Cost 0.95
Taxable |7 ¥] Stacked |V Vl Last Cost O
Auto Gty [N ] Default Bty
Product Type j Price Rollup [N Vl Digpatch Export IN vl
Inventary |ﬂistory| Eomponent§| Balch5r3f| Gty F'ric:esl Misc Infol HMotes |
Oty onHand 410 Last Received Cost of Sales G/L =
Location QgL mit Inventary G/L -
Wendor No. “WeightAUnit #/P Clearing G/L -
Rearder Oty 1000.0000 i
Oty Required O Gty On Order 1600.0000 QI Meeded ToDelv O
F3| Delete | F12| Print | F2| 0K LCance|

On Order Maintenance Screen




Inventory Requirements Report

Keystone Accounting Inventory

The Inventory Reguirements Report generates

alist of all itemsthat are under the re-order
quantity specified for the product.

Re-order quantities can be specified for any
product, and they reflect the point at which
additional stock is needed.

Re-order quantities are established in Product
Maintenance, and can be updated as needed.

By default, this report runs only with firm
counts (inventory levels not including
unbilled tickets). By checking the INCLUDE
TICKETED QTY box, al unbilled tickets
will also be deducted from the on-hand
counts.

This report may also be run retroactive by
changing the Inventory Date and Time fields.

Report Sequence

Thisreport can be run in avariety of ways,
based on how ordering takes place.

11/2/2005 11:40:35 AM
Program: ARPRIRR

Product

Id Description
BELER 6" BLOCKE REGULAR
ELG3 &" BLOCKE 30LID
BELSH §" HALF BELOCE
ELEHH §" HALF HIGH BLOCE
BELSR §" BLOCKE REGULAR
BEL33 §" BLOCKE 30LID

Inventory Requirements Report

File Edit Help

=]

Fepart Sequence

Selection Criteria

Frinter Mame I\\svw2k1 SHP Laser)et 4000 Seriez PS

I Product 1d

=

j Froperties... |

Figld

| Beaginning

| Ending

Product Id
Product Class
Flant Id
Location
Wendor |d

EL

= [

Options |

Inventary Date

Time

12/31/9333 El

9939

[ Include Ticketed Gty

[ Include Inactive

¥ Include Active

FI2| Prirt | F1I| Preview

LCancel |

Report Sequence

Selechon Criteria

Inventory Requirements Screen

Product I1d

=

duct |d

Description

Lacation, Praduct 1d
Wendor |d, Product |d

Report Sequence Options

Inventory REequirements Report

Company: GH Materials

In Sequence By

Product Id

Product Class BL only
411 Stocked Items

s Current On Order
M Locn On Hand w/ Vend

Ea 630.
EL 569,
Ea g6l.
Ea 410.
Ea 1450.
Ea 7l6.

oo .oo
oo .0o
oo .oo
oo 1s00.00
oo .oo
oo .oo

F'ru:u:lu:t Clazz, Product Id

Future

Avail

630.
ges.
gel.
z01o.
1450.
16,

oo
oo
oo
oo
oo
oo

Add'l Amt

Reg'd

370.
131.
1389,

.oo
550,
Z64.

oo
oo
oo

oo
oo

Mezsage

Curr
curr
Curr
Curr
Curr
Curr

Avail
Awail
Avail
Avail
Avail
Avail

Session:

Relrder
Relrder
Relrder
Relrder
Relrder
Relrder

Page 1
7z7 HIT

1000
1000
1000
1000
z00o0
1000
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Keystone Accounting Inventory

Inventory Status Report
The Inventory Status Report is a il x]

comprehensive inventory report that shows B¢ Edt tep

Current gatus a Wel I as Sal es hl aory' Frinter Mame I\\svw2k1 SHP Laser)et 4000 Seriez PS j Froperties... |
By default, this report gives the most current Report Sequence | Product d =l
inventory valuation, but can also be run B — .
. . Selection Criteria | Field |Beglnnlng |Endlng | =
retroactively by changing the Inventory Date Fioduct1d
fl el d . Product Class BL
Flant 1d
In addition, warnings are generated when Location
. . Yendor Id hd|
products fall below their re-order quantity.

Options

Inventory Date  |12/31/3333 El

Time |3939
™ Include Inactive ¥ Include Active F12| Brint | FLI| Prexview Cancel |
Inventory Status Report Screen
Report Sequence | Product |4 "I
Report Sequence i
This report can be runin a variety of ways, Selection Liiteria EE:;&E:SS' Product |d
based on reporting needs. Lacation, Product 1d
Yendor Id, Product 1d
Report Sequence Options

11/2/2005 12:14: 25 FPM Inwentory Status Report Page 1
Program: ARPRISR Cowpany: GH Materials Session: 729 HIT

In Sequence By Product Id

Product Class BL only
411 Stocked Items
Product s On Hinimum Vendor Last Mo. This Mo. T/M-L/N TTD
Id Description i Locn Hand oty No. oy oy Change oty

§¥5 CORED x5 CORED ELOCE E4 .an i} i) .an .an .an
§¥5 50LID x5 S0LID EBLOCE E4 .an i} i) .an .an .an
BELEH 6" HaLF BLOCKE E4 1137.00 lo0a. oo i) G65.00 G65.00 68.00
ELEHH 6" HaLF HIGH EBLOCE (6x4xl1 E& 10z1.00 lo0a. oo i) .an .an .an
BELER 6" BLOCE REGULAR E4 630.00 lo0a. oo i) 4z0.00 4z0.00 4z0.00
FTEEEEEE ON HAND QTY EELOW MINIMIM oo o o o o o o o o o ol oo ol o o o o
BL&S &" BLOCE 350LID E4 §69.00 lo0a. oo i) .an .an .an
FTEEEEEE ON HAND QTY EELOW MINIMIM oo o o o o o o o o o ol oo ol o o o o

Inventory Status Report
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Inventory Valuation Report

Keystone Accounting Inventory

The Inventory Valuation Report cal culates the

value of your inventory based on the costing
method you specify.

By default, this report gives the most current
inventory valuation, but can also be run
retroactively by changing the Inventory Date
field.

Standard Cost valuation multiplies the on-
hand quantity by the cost assigned in Product
Maintenance. This method tends to be the
most stable.

The Avg. Inventory Cost values inventory
based on the calculated average cost of each
product. Thisreport can fluctuate, as these
costswill vary over time.

The Last Cost Paid values inventory under
FIFO, and will have the greatest fluctuations.

Report Sequence

Thisreport can be run in avariety of ways,
based on reporting needs.

11/2/2005 12:43:10 PH
Program: ARPRIVL

File Edit Help

=]

Frinter Mame I\\svw2k1 SHP Laser)et 4000 Seriez PS

j Froperties... |

Fepart Sequence IProduct Clazz, Praduct 1d

=

Selection Criteria | Field |Beginning |Ending

Product Id

Product Class EL
Flant Id

Location

Wendor |d

= [

Options |

Inventoy Date  |12/31/3333 El

Costing Methad:
% Standard Cost

Time 3333 = Awa. Inventory Cost
" Last Cost Paid
™ Include Inactive ¥ Include Active F12| Brint | FLI| Prexview Cancel |

Inventory Valuation Report Screen

Report Sequence | Product |4

Selechon Criteria F'rcu:lu:t Clazs. Product 1d

duct |d

Description
Lacation, Praduct 1d
Wendor |d, Product |d

Report Sequence Options

Inventory Waluation Feport

Cowpany: GH Materials

In Sequence By Product Class, Product Id

Product Class BL only
411 Stocked Items

=

Page 1
HIT

Session: 730

At
Standard Cost

Ticketed
Ticketed
Ticketed
Ticketed
Ticketed
Ticketed
Ticketed
Ticketed
Ticketed

oo o0 o0 o0 oo o oo

Ticketed

Product s EBook Tnit Iten
Id Description M Locn On Hand Cost Value
Product Class EL
§¥5 CORED §x& CORED ELOCKE EL aooo .7800 an
§¥5 50LID §x& 30LID BELOCK EL aooo G200 an
BELEH 6" HALF EBLOCE EL 1137.0000 G500 739.05
ELEHH 6" HALF HIGH BELOCE (6x4xl EL 10&1.0000 .8700 §88.27
BELER &" BLOCK EEGULAR EL 630.0000 L7700 455.10
BL&S &" BLOCK SO0LID EL §69.0000 1.3300 1155.77
BELSH §" HALF ELOCE EL g6l.0000 G100 597,41
ELEHH §" HALF HIGH ELOCE EL 410.0000 .9500 389.50
BELSR 5" BLOCK EEGULAR EL 1450.0000 .90o0o 1305.00
BEL33 §" BLOCK SO0LID EL 7l6.0000 1.6600 1185.56
Total for Product Class EL 6545.66
Grand ToTal .o it it iii i e asasaaaasasa s aaa a e e 6545.66

Inventory Valuation Report
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Keystone Accounting Inventory

Physical Inventory Worksheets

This option generates count sheets for =18l x|
distribution during physical inventory counts, He Edt tep
AS |terns are Counted, |t is Criti Ca] |y |mportant Printer Marme I\\svw2k1 WHP Laser)et 4000 Series PS j Properties... |
to note the time of the count. Thisallows Repont Sequence | Location, Praduct Id =
Keyaone tO d|§| nglf"Sh Whl Ch Sal estl Ck_ets Selection Criteria | Field |Beginning |Ending | d
have been included in the count, and which Product Id
sales tickets must be deducted from the E:wulcdt Class BL J
lant
COUntS. Location
. . Wendor [d -
Thereis also an option to show on-hand — =
guantities on the count sheet. Thiscanbea Gptis |
benefit to staff making counts, asthey can
know what numbers to expect. Inventay Date. [127577555% ¥ Show Quantity On Hand
The downside to reporting this number is that Time. J3555
it may encourage staff to take shortcuts when
doing counts.
™ Include Inactive ¥ Include Active F12| Brint | FLI| Prexview Cancel |
Physical Inventory Worksheet Screen
Report Sequence | Product |4 ﬂ
Report Sequence
This report can be runin a variety of ways, Selection Criteria | Product Class, Product 1d
. Deszcription
based on reporting needs. Laocation, Praduct 14
“Wendor 1d, Product [d
Report Sequence Options
In Secquence By Location, Product Id
Product Class EL only
411 Stocked Items
Product U/l Pr Juantity Date
Id Description M Cl Locn On Hand Count & Time Remarks
| I_1_1_ 1 | | |
5¥5 CORED |8x& CORED ELOCE |E4|BL| | .oooo| | |
I [T D T I I I
§¥8 30LID |8x& S0LID ELOCKE |E4|BL| | .oooo| | |
| I_1_1_ 1 | | |
BELEH |6" HALF ELOCE |E&|BL| | 1137.0000] | |
| I_1_1_ 1 | | |
ELGHH |67 HALF HIGH BLOCE [(6x4xla) |E4|BL| | 10z21.0000] | |
| | I D S| | | |
BELGR |67 BELOCE REGULAR |E4|BL| | 530.0000] | |
| | |

Physical Inventory Worksheets
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Product Transaction Report

The Product Transaction Report is designed
to be used as a diagnostic tool to resolve
discrepanciesin on-hand counts.

It istypically run for asingle product with a
date range and can be run in a summarized
(by date) or detailed (by transaction) manner.

Sales activity can be shown on a summary or
detail basis aswell.

The detail line of the report shows the
beginning and ending on-hand counts for the
product, followed by the accompanying
detail.

Report Sequence

Thisreport can be run in avariety of ways,
based on reporting needs.

11/2/2005 1:21: 40 PM
Program: ARFRETX

Product i

Product Transactions Report - GH Materials

Keystone Accounting Inventory

=]

Froperties... |

File Edit Help

Frinter Mame I\\svw2k1 SHP Laser)et 4000 Seriez PS

L L

Fepart Sequence IProduct Id

Selection Criteria | Field |Beginning |Ending I =
Product Id
Product Class
Flant Id
Wendor [d
LI

Options |
Report Type:
’7(" Summary = Detail
Sales Type:
’75" Summary  ( Detail

¥ Include Active

Inwentary Period
Beginning Ending

[nasos B [1sens B

[ Include Inactive

FI2| rint | mPregiewl LCancel |

Product Transaction Report Screen

Fieport Sequence I Product Id
Bri

Product Class, Product Id
Plant Id, Praduct Id

Selection Criteria

Report Sequence Options

Product Transactions Report Page 1

Company: GH Materials Sesszion: T2Z HIT

In Bequence By Product Id
Product Id ELER only
Product Detail

Inventory Period: 117172005 wo 1172042005

List (uantity On Hand Standard Zwverage Cost Last Fr Flt
14 Description H Price Before After Cost Before After Cost 01 14
BLEE £" ELOCK FEGULAR E& 11500 1055.0000 E20_0000 S0 _R700 _R700 0000 BL 02

Trx Date T ime Trx Type Uty Change Cost oy Balance

11/ 1/ 2008 9:37 Zale -420.0000 _R700 E25.0000

11/2/ 2005 11:52 Misc. -5.0000 _R700 E20.0000

11/ 22/ 2008 14:20 Cost Change L0000 _R700 E20.0000

Product Transactions Report
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Keystone Accounting Inventory

Inventory Batch List
The Inventory Batch List generates a report 1ol x|

of all pending (unposted) inventory 2o BE P
transactions Frinter Marme I\\svw2k1 YHF Laser)et 4000 Series PS j Froperties... |
Thisreport istypically used as an audit Report Sequence  |Batch 14 =l
Cont.rOI to ra/leN.tran . ons pr|0r _to Selection Criteria | Figld |Beginning |Ending | -
posting, or as a diagnostics tool to find Ratch
missing (unposted) transactions. Baichill pel

Trans. Date

E

FI2| rint | F1I| Preview LCancel

Inventory Batch List Screen

Report Sequence  |Batch Id
i i ; Selection Crteria  |Batch Type, Batch Id
Thisreport can be runin avariety of w : .
ep . y YS, Report Sequence Options
based on reporting needs.
In Sequence By Batch Id
Batch Id: 1101
Product Id Description LN
0ld gy ey oty Tnit Total New 0ty
Trx Date Time On Hand Received Iszued Cost Cost On Hand
Batch Id: 1101
BLEH 6" HALF BLOCK E4
11/1/2005  9:00 1205. 0000 500. 0000 0.6500 325.0000 1705.0000
ELEHH 6" HALF HIGH BLOCK (6x4x16) E4
11/1/2005  9:00 1021. 0000 500. 0000 0. 8700 435.0000 1521.0000
Batch Id 1101 Totals: 1000, 0000 760.0000
Batch Id: 1105
SEF500 Septic Tanmk - 500 Gi E4
11/5/2005 12:00 0.0000 2.0000 0.0000 0.0000 2.0000
Batch Id 1105 Totals: Z.0000
Grand Total 1002, 0000 760.0000

Inventory Batch List Sample
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Keystone Accounting Inventory

Menu Navigation — Month-End Menu

=1 Manth End
- |reenice Register Menu Overview

- Cash Posting Regist ;
S87 TOSANG NS Inventory Inventory reconciliation handles monthly processing as well as

- lrvoiced Tickets List Reconciliation . 7t
- Trucking Repart some general housekeeping and G/L activity.

- Diiver Report Thisis an optional step, and may be skipped if your needs do
- Sales Tax Repart not require it.

- Sales Tax Adjustments Beport
& [nventony Feconciliation
- AR Distributions to GAL
- Manth/'ear End Proceszing
- Setup Periods

23



Keystone Accounting Inventory

Inventory Reconciliation
The Inventory Reconciliation option generates

aseries of transactions when run. These

include:

G/L transactions based on activity
entered over the period being
reconciled.

Updated unit costsin the Sales
History for the closing period.

A “balance record” for each product.
Thisrecord is an updated on-hand
count (similar to a Physical
Inventory) as well as an updated
Average Cogt, containing all
unreconciled activity as of the date
specified.

If any stocked product has gone
into a negative on-hand value at
any point in the reconciliation
period, you cannot reconcile
Inventory!

Note: If your needs do not require automatic
generation of these transactions, it is not
necessary to run this option.

_lolx]
File Edit Help
Printer M ame I\\svw2k1 SHP Laszer)et 4000 Series PS j Froperties... |
Repart Sequence ISystem Defined Sequence j
Selection Criteria
Mo selection fields are available for this report.
Options
Az Of Date I112’3Uz’2005 EI [~ Print Inventory Balance Report
I lanare Prior Transactions [~ PFrint GAL Transaction Repart

FI2| Process | FlI| Preview

LCancel

Inventory Reconciliation Screen

Report Options
Field Name Description / Usage
AsOf Date Enter the date you wish to reconcile inventory. Due to time-stamping, it is possible to
generate Inventory activity in a new period before closing the previous one.
Ignore Prior | Backdated transactions into a previously reconciled period can cause confusion. Checking

Transactions

this box will omit these backdated transactions from the current reconciliation. Accurately
reconciled transactions are automatically omitted from the reconciliation.

Inventory Check this box to receive a copy of the Inventory Balance Report (see below). Thisreport
Balance contains alist of all stocked products, the quantity on-hand and the newly calcul ated
Report Average Cost.

GIL ) Check this box to receive a copy of the General Ledger Transaction Report (see below).
-Fggrc‘)?c'“ On | Thisreport is generated from all the G/L transactions generated from the various Inventory

adjustments (any screen allowing an offset G/L entry).
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Keystone Accounting Inventory

12/1/2005 4:058:39 PN Inwventory Reconciliation Page 1
Program: ARPRIRC Company: GH Materials Session: 755 HIT

In Sequence By System Defined Secquence
4s Of 11/30/2005

Warning Product Juantity Average Trx Trx

Mezzage Id On Hand Cost Session Trans

No FReconciliation Errors.

Inventory Reconciliation Status Report Sample

The Inventory Reconciliation Status Report shows alist of any errors (anytime a product’s on-hand quantity went
negative any time in the period). Any such occurrence will prevent Inventory Reconciliation.

Unless this report shows “NO RECONCILIATION ERRORS’, Inventory cannot be reconciled.

Since a negative on-hand count is an impossibility, any entries shown must be investigated and corrected.

12/1/2005 3:22:56 PH Inwventory Reconciliation - Balance Report Page 2

Program: ARPRIRC Company: GH Materials Session: 755 HIT
Quantity Average

Product Id Description LiFp:S On Hand Cost

§¥5 CORED x5 CORED ELOCE E4 .gooo .oooo

§¥5 50LID x5 S0LID EBLOCE E4 .gooo .oooo

BELEH 6" HaLF BLOCKE E4 1137.0000 . 6500

ELEHH 6" HaLF HIGH BLOCE (6x4x16) E4 10&1.0000 . 8700

BELER 6" BLOCE REGULAR E4 630.0000 L7700

BL&S &" BLOCE 350LID E4 §69.0000 1.3300

BELSH §" HALF BELOCKE E4 g6l.0000 .§lo0

ELEHH 5" HALF HIGH BLOCE E4 410.0000 . 9500

BELSR §" BLOCE REGULAR E4 1450.0000 . 9000

BEL33 8" BLOCE 350LID E4 7l6.0000 1. 6600

Inventory Reconciliation Balance Report Sample

12/2/2005 11:21:50 AM Inventory Reconciliation - G/L Transaction Report Page 2
Program: ARPRIRC Company: GH Materials Session: 755 HIT
G/L Trx Product Trx Trx Ref
Account Date Id Description Amount Ho.
1z00 INVENTORY
11/2/2005 BLGR Mizcellaneous -3.85 15
Total Account -3.85
LZ240.02 Damaged /Destroyed Inventory
11/2/2005 BLGR Mizcellaneous 3.85 15
Total Account 3.85
Grand Total .oo

Inventory Reconciliation G/L Transaction Report Sample
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Keystone Accounting Inventory

Appendix A —Troubleshooting

General Guidelines

The overwhelming source of problems with Inventory stems not from quantities or
omitted transactions, but instead problems with the date stamp entries on transactions.

In general, inventory problems rarely originate from sales transactions. With sales
tickets originating from Keystone or being imported, the sale date tends to be the most
reliable date encountered in Inventory.

Thisis not to say that problems will never stem from ticketing. The adviceis given
more as a recommendation to search el sewhere before considering sales activity.

Thefirst place to look for a problem is the most recent Physical Inventory Entry.
Check the quantity first, then the date and time. A discrepancy on the timestamp is
one of the most common problems.

Helpful Strategy — Divide and Conquer

The Product Transactions Report isthe best tool for diagnosing problemsin
inventory. Run thisreport for one product at atime. When possible, use the smallest
date range as well.

For example, if aproduct’s on-hand count at the end of the month isincorrect, but was
known to be correct on the 15th of the month, run the report from the 16th to the 31st.
Check the beginning balance on the 16th.

If this beginning value is correct, then the problem clearly occurred sometime after
this date. Review your report.

If the beginning value is wrong (but had been right before), then the problemis clearly
the result of a backdated transaction. Use earlier dates on the report and see where the
transaction went awry.

A very common problem when entering datesis entering an invalid year. Thisis
especialy common in January and February, when people are till used to using the
previous year.
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Keystone Accounting Inventory

Short / Negative Inventory Counts
The most common reasons for a shortage in inventory counts are:

e Future-dated Purchase Receipts/Production Receipts
(The material will not be considered on-hand until the date specified.)

e  Purchase Production/Receipts that pre-date the last inventory count.
(Transactions that pre-date an Physical Inventory will not adjust)

e Misdated Physical Inventory Entries (entered earlier than actually counted)
(If a Physical Entry is pre-dated, sales activity that had already impacted the
on-hand could be double-counted against the on-hand quantity)

e Incorrect quantities entered in inventory.

High Inventory Counts
The most common reasons for higher-than-expected inventory counts are;

e Back-dated Purchase Receipts/Production Receipts.
e Misdated Physical Inventory Entries (entered later than actually counted)

28



Keystone Accounting Inventory

Appendix B — Conducting Inventory
during business hours

General Guidelines

Conducting inventory during business hours is a departure for some of our customers.
The following section offers tips on conducting inventory during business hours.

1. Prepare

Preparation becomes more important when timing becomes more critical. |deally,
most of the preparation should be complete the night before. Thisincludes:

e Organize products. Group like products together to ease in counting.
e  Generating count sheets
e Verify thetime on your computersis accurate!
e Preparekitsfor each person counting, containing:
o Clipboard
0 Pencil

0 Time-keeping device, synchronized to the clock on the computer.
(The time of the count MUST be recorded)

0 Lined paper for counting materials not on their count sheets.

e Maeet before counting, emphasizing the importance of recording the time that
the count took place (see next section)

2. Conducting the count

Every person conducting a count must understand the significance of the time they
record on their counting sheet. If a customer is carrying merchandise that is being

counted, and has yet to check out, be sure these items are included in the inventory
count, as they will be relieved shortly when they bring them to the counter — due to
time stamping, we want our count to include merchandise not yet sold.

3. Interruptions

Interruptions are not a problem. Simply finish the current count, record the time of the
count and note where you left off. When you return, simply resuming counting and
note the time.
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Keystone Accounting Inventory

4. Data Entry

After gathering all count sheets, data entry can begin anytime, whether it isaday or a
week later. What is critical however is that the date time that the physical count took
place is accurately recorded.

5. Recounts (counting errors)

If errorsin the count are discovered during data entry, rather than post adjusting
entries, it is better to skip that entry, recount the material and post that value with the

date and time the recount took place.

6. Corrections (typographic errors)

Once entered and accepted, Physical Inventory entries cannot be adjusted. The best
solution isto re-key the product and quantity, adding 1 minute to the count time from
the original inventory. This assures that when the system reads the most current
Physical Count, it will select the adjusted entry rather than the original (incorrect)

entry.
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Notes:

31



