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Overview

While your Implementation Consultant will make sure to add in all the item and inventory information you
sent them, as time goes on, it's going to be necessary to add in new items into the database. Fortunately,

it's a simple process.

This lab will walk you through how to add in new malt but adding in any other items works just the same.

Exercise 1 - Add a New Malt

Duplicate a Like-Type Item
Because we enter in so much information about each item that remains the same across all items of that

type (for example, all malts), the best practice is to duplicate the last item of that type in your inventory.
This way all those fields and all that information will copy over, and you won't have to worry about any of it

being lost.

1. Open Modules > Inventory > Item Master Data or click it in your Common Functions box if you have
already added it.

The Item Master Data window opens. Note that all fields are yellow; that means you're in Find Mode; those
yellow fields are all searchable.
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| Item Master Data

TtemNo. | /R
Description
Foreign Name
Item Type [ Brand |
Item Group ¥ Pack Type ¥
UoM Group ¥/(2)  Bar Code Z
Price List CA-North Unit Price Primary Currenq |
Process Type . [
[ cemesl | Puchesngima | seksnua | e
Find |
Tax Liable #  Item No. a Ttem Description
26 RMS030 Makt Munich Type 1
[] Do Not Apply Discount Groups 27 RMS031 Malt Pested
Manufacturer 3 28 RMS032 Mait Durst Pilsners bulk
Addtional Identifier - 29 RMS033 Mk Durst Pisner supersack
Shipping Type - 30 RMS034 Mat Durst Piisener bag
Serial and Batch Numbers 31 RMS035 Mzt Rahr Premium Pits Bulk
Manage Ttem by None. = 32 RMS036 Makt Rahr Premium Pils Supersack
" " 33 RM5037 Malt Rahr Premium Pils
2. In the Item Number box, type “RM S 5
. 35 RMS035 Malt Special B
and press the <ENTER> key or click % aws0 ik Specil Roas
. . . . 37 RMS041 Malt Torrified Wheat
Find. This'll bring up a list of all Raw 3 nusos2 Mk Vicory
. . ) 35 RMS043 Malt Vienna
Materials: Malt items. O hawe “© Ruso Mak Wheat supersack
_) Inactive 41 RMS045 Malt Oregon Honey
O Advanced ]
TTB Group b :
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3. Select the last malt in the list. (In this image, it's RM5044 - Malt Wheat) Click Find or press <ENTER>
This will open the item and display all the info that has been entered about it.

|_IC]x
Hem No. Manuz! RM2044 (¥ Inventory Ttem
Descroten st Whest Salas Ttem
Foreign Name v Bﬂr}v& Ttem
Hem Type Tems - grand v
Hem Group RM: Makt - Pack Type Uck - Pound -
UsM Group Manual - 8ar Code |
Price Lt Ca-North - Uni Price Primary Curn™
Process Type None hd
Geners Purchasng Data| Saes Dats| Inventory Dats  Plarning Data| Producton Data| Propertes Remarks  Attachments| Batches
V) Tax Lsble |
Do Not Apply Discount Groupe Duplicate
Manufacturer - No Manufacturer - v Convert To...
Addtonal Identfer Convert From...
Shipping Type Distributor Truck i NCW A((i\li(y
Serisl and Bstch Numbers p
Siaroga s 6y e = Business Partner Catalog Numbers
Management Method Or Every Transaction - Bill of Materials
Alternative ltems
Related Activities
4. Right click on any of the gray area and select Inzentery Posting Lis
Inventory Audit Report
Duplicate. All the information of the previous . o . Bin Location Content s
:
. h | | h | Inacti Iteme List
item has been pulled to the new one! e Bkl N Traaction Rt
TTE Group [P3CS v Inventory Status
Create Purchase Quotation
Purchase Quotation Comparicon Report
Purchase Request Report
Available-to-Promise
X . . Relationship Map...
5. Clickinthe ltem Number box and increase the o [oma ]

item number by 1. (In this example, that would
make it 2045.)

Item No. Manuzal il RMZO'IS Inventory Item
Description Malt Oregon Honey <€ [] Sales Ttem

Foreign Name Purchase Itam
Item Type ltems - Brand v
Item Group |RM: Mait ol Pack Typs UcM - Pound <€— v
UcM Group Manusl ¥|(=)  Bar Code EI
Price List CA-North bl Unit Price Primary Curr™

Process Type None -

6. Put the name of you new malt in the Description box

7. Make sure Pack Type is set correctly. For malts, UoM - Pound is typical.
8. Press <ENTER> of click

9. Press <ESC> or click to close the Item Master Data window.
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Exercise 2: Add a new hop

Now that you've successfully added a new malt, try it again below with a new hop. If you need a hint, the
steps are listed below. Try it without them first, though.

Exercise steps:

1. Open up the item master data function.
2. Find the last entry of a similar item (a hop in this case.)
a. Remember, you can quickly find an item type if you remember its item code. What's the item
code for ‘raw material: hops'?
Choose the last hop in the list
Right click and choose duplicate
Increase the item number by 1.
Change the name under item description to the new hop name. Keep the formatting consistent
with how your other hops are names.
Check that the Pack Type is correct.
Press <Enter> or click <add>
9. To exit the window, press <ESC> or click <cancel>

o AW

™ N

How did you do? If you had to check the sheet or look at the diagrams, that's ok, just practice some more
until you've got it.
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