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Overview

If you use an external accounting system that features inventory management,
you can skip this document.

FLEETMATE features an Inventory Tracking module that will enable you to track
I the replacement parts that you have on the shelf at your company. From an
accounting perspective, the Inventory Tracking feature is essentially handling
replacement parts as supplies, not true corporate assets with value. If you need
features such as point-in-time valuation, depreciation, accounts payable, and/or
PO management, you will need to use a separate inventory management
system.

When you use material from stock onto a work order in FLEETMATE, we refer to
that transaction as an inventory issue. An issue decreases your quantity on
hand, or relieves inventory.

When you replenish a stock item that is at or below your low-stock point (or
depleted), you will be increasing the quantity on hand. We refer to this type of
transaction as an inventory credit. A credit increases your quantity on hand.

If you delete a parts record from a work order that was issued from inventory,
the material is automatically returned to stock, and the quantity on hand is
automatically updated. If you delete the entire work order, material that was
issued from inventory will not be returned to inventory. You can change this
behavior on the Work Orders tab under Company Data | Company Information
and Settings...

As a default, inventory is replenished using an Inventory Adjustment. This is
the simplest way to keep your stock levels in FLEETMATE in-step with your
physical count. You will also have the ability to adjust your current cost for an
item at any time.

A Receiving tab is also offered on the Inventory Module window that will enable
you to receive material into your inventory to replenish stock. This approach
will provide the cost data necessary to expense your material using Average
Cost, FIFO, or LIFO expensing. In this case you cannot manually adjust your
cost. The cost of an item will be based on your receiving records.
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CUSTOMER GUIDE: Inventory and Receiving

FLEETMATE Does Not Feature Accounting Functionality

FLEETMATE does not include accounting functionality, such as Accounts Payable
or Purchase Order creation and management. The drawing below illustrates the
Receiving functionality within the FLEETMATE, and the features that your
accounting system will need to provide.
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Relationship between Receiving Tickets and Purchase Orders

Using the Receiving functionality is only necessary if you want the software to
calculate Average, FIFO, or LIFO cost when you issue a part from inventory onto a

work order.

You can skip the receiving process, manually adjust your part cost at any time, and
replenish your inventory using an inventory adjustment. That would be the simpler
and quicker of the two approaches.
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Creating Stock Numbers

A Stock No (stock number) is your number that represents each unique
replacement part that you have on-hand at your company. Do not create a
Stock No for a replacement part unless you actually maintain a quantity of that
part on the shelf. Each Stock No must be unique.

Using a manufacturer’s part number as a Stock No is not recommended. This is
because duplicates may occur across different manufacturers. In addition, some
manufacturer part numbers may exceed 10 characters in length (see below).

Below are some important recommendations to follow as you prepare to use the
Inventory Tracking module in FLEETMATE.

o Develop abbreviations and other naming conventions up-front.

e Develop inventory categories up-front... one or two words for each
category. These will become the "Inventory Type" entries in FLEETMATE.
Examples are Fluids, Fasteners, Electrical - Bulbs, Electrical - Fuses,
Ignition, Suspension, Exhaust, etc.

e Keep the length of a Stock No from four (4) to ten (10) characters. This
will be ideal if you use barcodes now or in the future.

¢ For Stock No values, only use numerals and/or upper-case alphabetic
characters. Avoid spaces and other characters. This will also be ideal if
you use barcodes now or in the future.

o Keep the stock number length consistent. If you decide on five (5) digits,
all stock numbers should be five digits in length. In this case, use leading
zeros when necessary. Examples are 00001, 00010, 00100, 01000, etc.

¢ If you want to embed logic in your stock numbers to help identify a part,
do so before you begin to create your inventory items. Examples are
10000 series electrical parts, 20000 series hydraulic parts, etc. Then by
simply looking at a Stock No, you’ll immediately know something about
that part.

e If you have several parts from different manufacturers that are
mechanically equivalent, use the cross-reference feature in FLEETMATE.
Do not create multiple stock numbers for a part, from different
manufacturers/vendors, that is mechanically equivalent.
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Inventory Module Window
g To open the Inventory Module, click the Inventory toolbar button or use
the Company Data | Inventory... menu option. Your screen will
resemble the picture below.

50020 8

10 Repair Parts - Electrical

1162K45

Autolite

Fuel Injector

35.18 Auto Pros

[R] FLEETMATE™ Inventory Module O *
stock (9 of 10) Receiving Tickets (1) MU, | ftem Status Parts Kits (1)

Active | stack No v|= |

_ ail Max Type Part Mo Manufacturer Description Cost Price Primary Vendor Vendor Phone
Inafe B3 60 Fluids 10W40 Generic 10W40 Motor Oil 3.25 4.88 General Auto Parts ~ 777-666-5555
T ek i 12 Filters 154 Fram oil Fitter 5.59  8.39 Auto Pros 111-222-3333

. 222 AC Delco Dil Pan Gasket 27.43 41.15 Tires Plus, Inc 777-555-4444
33333 10 12 Misc Supplies 123-567 Generic White Grease 1.17 5.00 Auto Pros 111-222-3333
50001 4 6 Repair Parts - Electrical 661526 Autolite Alcernator 97.85 146.78 Auto Pros 111-222-3333

111-222-3333

Electrical Contact Grease 2.50 Auto Pros 111-222-3333

16 Repair Parts - Electrical

66127 12 10 Repair Parts - General 12343454 FelPro Head Gasket 56.90 General Auto Parts  777-666-3555

Fuel - Gas 2070 1 Fleet Fuel Gasoline Generic Gasoline 2.19 2.69 Mot found
Active v

Rl stock/part Ho: l:l Iy, =

Inventory Window — Stock Tab — Selection Droplist

As pictured above, the Stock tab on the Inventory window enables you to select
All inventory records, or only inventory records that have one of the following
status settings:

e Active
e Inactive
e Low Stock

You can change the status selection at any time to refresh your display.
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Adding an Item to Inventory

To add an item to inventory, right-click in the inventory list area and choose
Add New Part to Inventory... from the popup context menu, or press the
[Insert] key on your keyboard. An “Add New Stock Item” dialog will appear as
pictured below.

Add Mew Stock ltem -
Enter Mew Stack Mumber:
Cancel

Each Stock No value that you define must be unique.

As mentioned on a previous page, it is recommended that a Stock No value be
from four (4) to ten (10) characters in length, and that it contain no punctuation
and no spaces. Upper-case alphabetic characters (A-Z) and numerals (0-9) will
work best, especially if you intend to use barcode technology.

We recommend that you not use the manufacturer part number as your Stock
No value. This will avoid the possibility of duplicate values. You will still be able
to search your replacement parts inventory by the manufacturer’s part number
at a later time, and you can define any number of equivalent part numbers
using the Cross-Reference feature in FLEETMATE.

Enter your new Stock No value and click OK, or click Cancel to cancel the
process.
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Adding an Item to Inventory

Once you have entered a new Stock No value, the Inventory Record dialog will

appear, as pictured below.

[R] FLEETMATE™ Replacement Parts Inventon,
Stock (10 of 10) Receiving Tickets (1) WM Ttem Status Parts Kits (1)
Al ~ | Warehouse ID ~i= V|
Stock No~ Avail Max Type Part No Manufacturer Description Cost. Price Exp  Primary Vendor Vendor Phone
20000 33 60 Fluids 10040 Generic 10W40 Motor Oil 325 4.88 Man General Auto Parts  777-666-5555
20001 10 111-222-3333
Edit Inventory Record [ =]
33333 10 General Inventory Journal Cross-Reference 111-222-3333
50001 4 111-222-3333
50020 8 . y 111-222-3333
50100 2 Stock No:|50001 [ inactive Manufacturer's Part No:|661526 45 333-444-5555
60001 19 Category:| Repair Parts - Electrical ~ Part Description: | Alternator v‘ | 111-222-3333
B :
Em|275 ZD;E Manufacturer: | Autolite o] uomfEz | Current Cost:[97.85 | @ Manual  Aversge  FIFO LIFO E i ;71':55'3555
uel - Gas . e ot foun!
iy [ Base Cost on Receiving Selling Price: 146.78 (O Manual O Fixed (3) @ Pct (%): [50.00
Warmntv: Days [A Core Credit: [19.00

Qty Avaiable: 4

Low Stack Qty:

Reorder Qty: 2 (O Calc Max Quantity
Maximum Qtv:Cl@ Calc Reorder Quantity

Storergom / Location:
Storercom Location:|
Last Received on PO No:

Primary Vendor:

0000-Main Warehouse

Main ~
8817112 Last Recieved Date:|06/02/2021
Auto Pros ~| Alternate Vendor:| General Auto Parts ~

Comments:

Custom 1:‘

Custom 3:‘

Custom 2:‘ |
Custom 4:‘ |

Print Barcode Label... oK Cancel

Rl stock/partmwo:[ |,

Close

Inventory Window — Inventory Record
This dialog will enable you to define the attributes that will further describe and
control your new stock item.

As pictured, there are three (3) different topic tabs where you can define specific
types of additional information. The next several pages will discuss those topic

tabs.
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Adding an Item to Inventory

General Tab

Enter an Inventory Type for this item or choose a value from the droplist and
then press [Tab]. Use the Inventory Type to categorize your stock items. Next,
enter the Manufacturer for this item and press [Tab].

Select a Unit of Measure that reflects how you will issue and replenish the
material. In other words, do not replenish an item in linear Feet, and then issue
the material in Inches. Always use whole numbers for quantities, both issues
and credits. Avoid fractional portions.

The Base Cost on Receiving box should only be checked if you need to use Avg
Cost, FIFO, or LIFO expensing. If you want to manually manage the item cost
and selling price, leave the Base Cost on Receiving box unchecked. Press [Tab].

IMPORTANT:
I Do not use the Base Cost on Receiving option for fluids (fuel, oil, coolant), or for
any other items that are issued and replenished in large quantities. For these
types of items, leave the Base Cost on Receiving box unchecked, and manually
manage your cost. You can adjust your cost at any time. Doing so will avoid
unnecessary system overhead and will avoid unnecessary data entry.

Enter the manufacturer’s Part No for this item, then press [Tab]. Enter the item
Description and then press [Tab].

You will now need to set the Selling Price, or choose one of the two Mark Up
methods (fixed dollar or fixed percentage), then enter the Markup Value. If you
choose Fixed and enter a value of ten (10), $10 will be added to the cost to
arrive at the Selling Price. If you choose Pct(%) and then enter a value of ten
(10), the Selling Price will equal your cost, plus 10% of your cost.

The Selling Price is the value that will appear on parts lines on your work orders.
If you wish to issue the part at your cost, choose Fixed and enter a zero for the
Mark Up amount. This will force the selling price equal to your cost. Press
[Tab] and enter the warranty period in days for this part.

At this point click OK to save your new Stock No.
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Adjusting the Qty On-Hand for an Inventory Item
Inventory Adjustment

Use the Inventory Adjustment approach if you plan to manually manage your
cost. This is the simplest and quickest way to replenish your replacement parts
inventory. You cannot use this approach if you plan to base your cost on
receiving records (i.e., Avg, FIFO or LIFO).

To adjust the Qty On-Hand for a stock item, right-click on the item and click the
“Adjust Qty On-Hand for Selected Item...” menu option as pictured below.

[RY] FLEETMATE™ Inventery Madule [m} *
Stock (10 of 10) Receiving Tickets (1) MWW, | Ttem Status Parts Kits (1)

Al « | stock No v|= |

Stock No= Aval  Max Type Part Mo Manufacturer Description Cost Price Primary Vendor Vendor Phone
20000 33 60 Fluids 10W40 Generic 10W40 Motor il 3.25 4.88 General Auto Parts 777-666-5555
20001 10 12 Filters 154 Fram il Fitcer 5.59 8.39 Auto Pros 111-222-3333

33333 10 12 Misc Supplies 123-567 Generic White Grease 1.17 5.00 Auto Pros 111-222-3333

16 Repair Parts - Electrical 661526 i i 146.78 Auto Pros 111-222-3333
50020 10 10 Repair Parts - Electrical 1162K45 Add New Part to Inventory 35.18 Auto Pros 111-222-3333
Delete Selected Inventory [tem
60001 19 16 Repair Parts - Electrical 66-1 2.50 Auto Pros 111-222-3333
66127 12 10 Repair Parts - General 12343454 Print Labels for Selected Item... 56.90 General Auto Parts  777-666-5555
Fuel - Gas 2070 1 Fleet Fuel Gasoline 2.69 Mot found

Adjust Oty On-Hand for Selected ltem... %

Clear Inventory Journal...

Rl stock/part no: l:l i, =

Inventory Module — Inventory Adjustment Menu Option

In the picture above, we are going to perform an inventory adjustment for Stock
50001.
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Adjusting the Qty On-Hand for an Inventory Item

Inventory Adjustment
In the picture below, we are adding a quantity of 12 to Stock No 50001.

Once you click OK, the adjustment will be recorded and the Qty Available will be
increased as pictured on the next page.

Issue Inventory Adjustment - Stock Mo: 30001 nl

Reasnn:| Credit - Inventory Replenishment v|
Acct:| 10010 - Replacement Parts v|
Reference:|PG—12345d

Comments:

R Cancel

Inventory Adjustment Dialog

The Reason field is used to identify the adjustment as incoming material (a
“credit”) or outgoing material (an “issue”). A Credit increases the Qty On-Hand
while an Issue decreases the Qty On-Hand.

In the picture above, we have set the Reason to “Credit — Inventory
Replenishment.

The Acct field can be set to any value that is meaningful for your business. This
value will typically match a general ledger account in your accounting system.

The Reference field may contain any value that will be useful for future
reference, such as a purchase order number.

Click OK to save the adjustment, or click Cancel to abandon the adjustment.
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Exploring an Inventory Record

Double-click on the Stock No you need to define/edit additional values for the
inventory item.

Edit Inventory Record n
General Inventory Journal Cross-Reference
sooor | e,
Stock MNo: {50001 [ inactive Manufacturer's Part No:|661526 | e wlf‘!r;‘.;:-;
Category:| Repair Parts - Electrical v Part Description: | Afternator v| i P
b
Manufacturer:| Autolite v| UDM:| BB ~ Current Cost:|97.85 | (@ Manual Average FIFO LIFO =
ﬁ,)DBESe Cost on Receiving Seling Price: 146.78 (O Manual ) Fixed ($) (@ Pct (%): |50.00
Warmnty: Days [~ Core Credit: |19.00
Qty Available: 4 1]z Storeroom / Location: 0000-Main Warehouse
Low Stock Qty: Storeroom Location:| Main B Aisle-Row-Bin:| 3 " D |12
Reorder Qty: 2 () cale Max Quantity Last Received on PO No:|8817112 Last Recieved Date:[06/02/2021 |12
Maximum Qty:l:l@ Calc Reorder Quantity Primary Vendor:| Auto Pros ~| Alternate Vendor:| General Auto Parts v|
Comments:
Custom 1: Custom 2:
Custom 3: Custom 4:
0] Print Barcode Label... oK Cancel

Inventory Record
An Inventory Record dialog features the following three (3) tabs

1. General — Basic information concerning the stock item including cost
and pricing settings, and control values including Low Stock, Reorder
Qty, and Maximum Qty.

2. Inventory Journal — A journal of all movement for this stock item.

3. Cross-Reference — A listing of parts from different manufacturers that
are all mechanically equivalent to your stock item.
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Exploring an Inventory Record

Inventory Control Values

Edit Inventory Record As pictured to the left, you
will manage your Low Stock
General Inventory Journal Cross-Reference Qty, Reorder Qty and
Maximum Qty values for
Stock Moz[50100 []Inactive each stock item.
Category:| Repair Parts - Electrical w If you set your Maximum
Manufacturer:| Autolite ~| UoM:{Ea  ~ Qty, select the Calc Reorder
i) []Base Cost on Receiving Qty option. FLEETMATE will

then automatically calculate
the Reorder Qty for you.
This is the typical and

Qty Available: 2 1|2 .
recommended setting.
Low Stock Qb,r:
Reorder Qty: 1 () Calc Max Quantity

Maximurm Qtv:@ Calc Reorder Quantity

The Low Stock Qty represents the quantity on hand at which you want to be
I notified to reorder and replenish the material. An inventory item that is at or
below the low stock point will appear ORANGE when listed on the inventory
window. There is also a Low Stock report that you can run at any time to
monitor low stock conditions.

Next, enter the Storeroom/Location or select a value from the droplist and press
[Tab]. Enter the Aisle, Row, and Bin location information (if applicable). The
Last Recv on PO No and Last Recv Date fields may remain blank unless you have
this information on hand. If you use the receiving feature in FLEETMATE, these
values will be automatically updated over time as you receive material using
receiving tickets.

Once you have finished editing your stock item, click OK. Click Cancel to
abandon your changes.
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Exploring an Inventory Record
Inventory Journal Tab

All inventory movement is recorded in the journal for that stock item. The
Journal tab will resemble the picture below.

Edit Inventery Record n
General  Inventory Journal Cross-Reference

Adjustment Date Adj Qty Warehouse  Reason Cost Reference Account User Name

07/01/2006 4:32:39 PM 2 0000 Balance Forward 0.00 nfa Unknown

10/08/2013 5:04:33 PM -1 0000 Issue - Fleet ...  127.56 Veh Mo: 101 VIN: 09... 10000 - Fle... Unknown

10/08/2013 5:04:37 PM 1 0000 Credit - Fleet ... 127.56 Veh Mo: 101 VIN: 09... 10000 - Fle... Unknown

<

Inventory Transaction

m Print Barcode Label... Close

Inventory Record — Inventory Journal Tab

The journal serves as a reference should there be a question about the current
stocking level of this inventory item. Each inventory transaction will result in a
journal entry. You will see all movement in-to and out-of inventory for each
stock item.

Note that you cannot edit an Inventory Journal record. It is a read-only historic
record of inventory movement. If you make a mistake when you make an
adjustment, you will need to issue a corrective adjustment to offset the error.

FLEETMATE is a registered trademark of SCB Consulting, LLC.
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Inventory Cross-Reference
Purpose

With automotive replacement parts, there will often be several equivalent parts
from a variety of different manufacturers. The Cross-Reference function in
FLEETMATE makes it easy to find a part based on your stock number, or any
number of different manufacturer part numbers.

General Inventory Journal Cross-Reference
Mfxr Part Mo Manufacturer Part Description Vendor

AC Delco Alternator Auto Pros

Edit Cross-Reference Record for Stock MNe: 50001 n
Part Mo:|612-81v | :”I;”El!wnl Desc:| Atternator -
Mfur:| AC Delco v| Vendor: | Auto Pros -
Comments: ||
[l 0K Cancel
m Close

Inventory Record — Cross-Reference Tab

The picture above shows that we have Cross-Reference record for Stock No
50001 for an AC Delco alternator, P/N: 612-81V.

FLEETMATE can now find the alternator by Stock No 50001, or AC Delco P/N:
612-81V.
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Inventory Cross-Reference
Add a Cross-Reference Record
First open the stock number that you want to add cross-reference records to,
and then select the Cross-Reference tab. Next, right-click in the Cross-

Reference list area and choose Add Cross-Reference Record.

Define the manufacturer’s part number, the Description, Manufacturer name,
the Vendor, and then click OK. Click Cancel to abandon your entries.

Edit a Cross-Reference Record

Double-click on the Cross-Reference record, make your edits, and then click OK.
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Base Cost on Receiving Option

IMPORTANT NOTE

Do not use the Base Cost on Receiving option for fluids (fuel, oil, coolant, etc),
or for any other items that are issued and replenished in large quantities. For
these items, leave the Base Cost on Receiving box unchecked, and manually
manage your cost.

If you are using the Receiving feature to support Avg Cost, FIFO, or LIFO
expensing, and the number of unissued receiving lines matches the system
quantity on-hand for the part, an Inventory Adjustment on the Status tab will
not be possible. This is because the part is in-balance, and an adjustment would
result in a variance.

If the Qty Avail needs to be changed on a part where the “Base Cost on
Receiving” box is checked, you will need to add receiving lines to increase the
Qty Avail, or delete unissued receiving lines to decrease the Qty Avail.

FIFO — First in, First Out
When you issue replacement parts from inventory, the selling price will be based
on the cost recorded on the oldest receiving record, plus your mark-up.

LIFO — Last in, First Out
When you issue replacement parts from inventory, the selling price will be based
on the cost recorded on the most recent receiving record, plus your mark-up.

FLEETMATE is a registered trademark of SCB Consulting, LLC.
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Receiving Tickets

g To replenish material in a way to support Avg, FIFO, or LIFO cost, you will

create a Receiving Ticket, and then receive line items against that
receiving ticket. A Receiving Ticket corresponds to one of your external
Purchase Orders in your accounting system.

Click the Inventory toolbar button or use the Company Data | Inventory... menu
option. With the Receiving tab selected at the top of the window, your current
Receiving Ticket records will be listed in the upper pane of the Inventory Module
window as pictured below. A Receiving Ticket corresponds to one of your
external Purchase Orders in your accounting system.

[R] FLEETMATE™ Inventory Module [m] X
Stock (10 of 10) Receiving Tickets (2) MWW, | ttem Status Parts Kits (1)

Status v|= |

Statusa PO Date PO Number Vendor

Fully Receved 3/22/2006 7654321 V002 - General Auto Parts

Pending 5/26/2018 1234567 V003 - American Auto Parts

Date/Time Received™ Stock Mo Description Recv Comments Cost Issued? Reference Account Mo
PO Date:|5/26/2018 E 5/26/2018 12:56:29 AM 50001 Alternator 158.90 Mo 10010 - Replacement Parts
PO Number: 1234567 5/26/2018 12:56:29 AM 50001 Alternator 158.90 Mo 10010 - Replacement Parts
sardor:] Aimetcan Auto Pat: 5/26/2018 12:56:29 AM 50001 Alcernator 158,90  No 10010 - Replacement Parts
endor: ‘] ||s/28/2018 12:56:20 AM 50001 Atternator 158.90  No 10010 - Replacement Parts
O Fully Received
Comments:
Save Current Record
Il stock/part no: [50001 (| Close

Inventory Window — Receiving Tab

If a Receiving Ticket does not exist for the material you are about to receive,
you will need to create the Receiving Ticket. Right-click in the receiving ticket
list area and choose Add New Receiving Ticket... Enter the Date, the PO Number
that this ticket corresponds to, and the Vendor you are receiving the material
from. Click Save Current Record to save your Receiving Ticket.
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Receiving Line Items

Once a Receiving Ticket is in place you can receive material against it. On the
prior page you will see that we have received a quantity of four (4) Stock No
50001 Alternators at a cost of $158.90 each. Below is a picture of the New
Received Items dialog that we used to receive those four items.

@ Mew Received Item(s) on PO: 1234567 >

Date Received: 3/26/2018 1|2

:"I;”:l%w"l Scan: |:| or Type Value & Press [+— ] to Lookup

Stock No:| 50001 | Alternator - Autolte BB1526 ~
661526 - Alternator AU ] print Labels as Ttems are Received i

Barcode Label Print Contral

Last Price Paid Mot Available
Base Custom

Account:| 10010 - Replacement Parts v [Labels] DYMO 30252 3.5Wx1.128H - Barcode

Qty Received: |4 iV Unit Cost:|158.90

Update Inventory - Qty On Hand
Receive Bulk - Create One Receiving Line y

Current Printer:
VWHP-AV.Domain.SCBConsulting\hp Laserlet 1320n

Comments:

m Issue Information... Save and Receive Mext 0K | [ cancel §

Received Items Dialog

To receive material to replenish a stock item, first highlight the pending
Receiving Ticket you wish to receive against, then right-click in the Received
Items area.

You can also open the New Received Items dialog using a barcode scan, or
manual key-entry. To do this, click in the Stock/Part No: field at the bottom-left
of the window and scan (or type and press Enter) the part that you need to
receive. This automatically selects the Stock No value you are about to receive.
If there is more than one potential match due to material cross-referencing, a
Pick List will appear to enable you to select the correct item.

Select the Stock No and the Account for this receiving. Next, enter the Qty
Received and the Item Cost. The Item Cost is the individual cost paid for each
piece received.
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Receiving Line Items

Under normal circumstances, you will want to check the box labeled Update
Inventory — Qty On Hand so that the receiving process increases your quantity
available for the specified inventory item. You will need to specify the quantity
of items being received, and the cost each for each item. Click OK to save the
receiving record, or click Cancel to discard your entries.

Once you click OK to receive the specified material, you will see receiving lines
appear. Each line corresponds to each piece received and its cost. If you
receive a quantity of ten, ten receiving lines will appear, each with a specified
cost.

The receiving lines are used for two purposes. First, the individual item cost is
used to calculate Average, FIFO, or LIFO cost when you issue this item onto a
work order. Second, the receiving line item will serve as a future reference for
the material issue. When you use a part on a work order, a receiving line will be
chosen, based on your expense method selected, and the line will be updated
with additional information regarding the work order that the part was issued to.

Once a receiving line is used in the expensing process, its cost is no longer
considered in future material expense calculations.

Receive Bulk — Create One Receiving Line

If you are not using receiving to calculate your cost for Avg, FIFO, or LIFO
expensing, you can still create a receiving ticket to record the cost of x items for
your records. This is purely optional. When you do this, you will not be
recording the cost each... you must record the Total Cost of X items.

If you perform a Bulk Receiving, set the Qty Received value to the number of
units received, and enter the Total Cost of all units received. When material is
received in this manner, you cannot use Avg Cost, FIFO, or LIFO expensing,
since we are not capturing individual item cost. In this case, you will need to
periodically adjust the Cost on the General tab for that stock item based upon
what you’re paying for that material.

Do NOT mix bulk and per line-item receiving. You must choose one or the
other.
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Item Status

g To check the status of an inventory item, click the Inventory toolbar
' button or use the Company Data | Inventory... menu option from the main
window.

Select the Item Status tab at the top of the window and place your mouse
cursor in the blue box. Scan a barcode, or type a Stock No and press [Enter].

[Rl] FLEETMATE™ Replacement Parts Inventory O >

Stock Ttems (10) Receiving Tickets (1) WM | Ttem Status ~ Parts Kits (1)

0000-Main Warehouse

With your cursor flashing in the blue "Stock/Part No:" box below, scan your barcode.
Or, manually type the value of the Stock No you're searching for, and then press the

ACTIVE [Enter] key on your keyboard.
Stock No: Manufacturer Part No:
50100 117262254-1
Inventory Type: Manufacturer:
Repair Parts - Electrical Autolite

Item Description:
Starter Motor

Storeroom Location: On Hand: Low Stock: Re-Order:
Main 2 1 1
Aisle-Row-Bin: UoM: Last P.0. No: Last Purc Date:
3-D-4 Ea 8817143 06/30/2006
Cost Ea: Selling Price: Cost Method: Mark Up:
$127.56 $191.34 Manual 50.000%
Primary Vendor: Alternate Vendor:
American Auto Parts - June General Auto Parts - Jane

Cross-Referenced From:

FI Stock/Part No:|| ;|||;"5|!!|1|||1| Print Window Close

Inventory Window — Item Status Tab

To repeat the process for a different stock item, scan a different barcode or key-
in a different stock number and press [Enter].
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Creating and Managing Parts Kits

The purpose of a Parts Kit is to be able to quickly issue several parts from
inventory in one step. A kit can be associated with a Recurring Task. So when
you complete the reminder, the parts in the kit are automatically issued from
inventory, and placed on your work order. The use of parts kits is optional.

To create a virtual kit of stock items, click the Inventory toolbar button or
use the Company Data | Inventory... menu option from the main window.

[Rl] FLEETMATE™ Replacement Parts Inventory O hd
Stock Ttems (10) Receiving Tickets (1) MU | Ttem Status ~ Parts Kits (1)
Stock Mo+  Description Manufai| Kit Name Comments
20000 10W40 Motor Oil Generig] Sample LOF Kit Sample kit for 5 quarts of motor oil a...
20001 Qil Filter Fram
22222 0il Pan Gasket AC Delg
33333 White Grease Generig
50001 Alternator Autolite
50020 Fuel Injector Autolite
50100 Starter Motor Autolite
60001 Electrical Contact Grease 3M
66127 Head Gasket FelPro
Fuel - Gas Gasoline Generic
- Oty Warehouse Stock Mo Description
1 0000 20001 0il Fitter
5 0000 20000 10W40 Motor Oil
m Close

Inventory Window - Parts Kits Tab

A parts kit can also be selected manually directly from the work order window.
All of the parts in the kit will appear on your work order.
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Creating and Managing Parts Kits

Adding a New Parts Kit

To add a new kit, right-click in the upper-right pane and choose Add New Kit...
Define a unique Name for your kit, include any Comments you wish to make for
future reference, and click OK.

[R1] Add MNew Kit *

Kit Name:|F-350 LOF Kit

Comments:

m Gonce

Parts Kit Dialog — Add New Kit

Editing a Parts Kit

To edit a kit, double-click in the upper-right pane to open the Edit Existing Kit
dialog pictured below. Edit the Kit Name and or Comments. Click OK to save
your changes, or click Cancel to abandon your changes.

[R1] Add MNew Kit *

Kit Name:|F-350 LOF Kit

Comments:

m Gonce

Parts Kit Dialog — Edit Existing Kit
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Creating and Managing Parts Kits
Adding/Deleting Parts in a Kit

Select the inventory items you wish to add to your kit by first selecting the kit in
the upper-right pane. Double-click on an item listed in the left pane.

@ Add Part from Warehouse [0000] to Selected Kit [Sample LOF Kit] ot
aty:[l | stock No: 33333 Desc: White Grease
Mfr Part Mo: 123-567 Mfxr: Generic
Comments:
R 0K Cancel

Add Part to Kit Dialog

A dialog will appear similar to the picture above. Using this dialog you will
specify the quantity of the part that will be issued to a work order when you use
this kit. Enter the quantity and click OK.

Editing the Qty for a Part in a Kit

If you need to edit the quantity for a part in your kit, double-click on the part
record, make your changes, and click OK.

To remove an item from a Kit, select the kit in the upper-right pane, right-click
on the kit part to remove in the lower-right pane, and click the Delete Selected
Part menu option. This removes the item from the current kit, but does not
affect inventory levels.
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Using Barcodes with FLEETMATE Replacement Parts Inventory

The built-in barcode functionality in FLEETMATE relates primarily to inventory
items. The three (3) primary areas that feature barcode functionality are:

e lIssuing Inventory Items to a Work Order

e Inventory Status

e Receiving Inventory into Stock
Stock No Values
When defining stock number values for your inventory items in FLEETMATE, we
recommend that your Stock No values be four (4) to ten (10) characters in
length. Stock No values should not contain spaces, or any type of punctuation.
It is best to use alphabetic characters and numerals only. If you plan to use

alphabetic characters, use upper-case characters. Some examples are listed
below.

e 123 Value is too short

e 123_011 Value contains punctuation and lower-case

e 1234567890123456 Value is too long

e 112 3456,78 Value contains punctuation and spaces

e E12345 Good

NN 000

e 12345ABC Good

Recommended characters to use when defining Stock No values are:
e Numerals 0 — 9.

e Upper-case alphabetic characters A — Z.
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